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i A JUGGLE office space any way you like... 
4 VES Only Arnot by Royal gives you such flexibility, such maneuverability. 
7 | A rc See for yourself how Royal engineering skill lives to make your business } 

rs a ey *. life easier. Convenient, practical, beautiful! That’s the Arnot “custom” 

oan i. > installation — everything modeled to make space work for a living com- | 
4 } ; °\  fortably, efficiently, profitably. Write for the brochure that tells the story — © 

3 * Arnot modular furniture and space-dividing Arnot Partition-ettes by Royal. OFFICE FURNITURE Th 

Now is the time to write for it — plus the name of your nearest Arnot dealer. Arnot Division } ua 

of ROYAL METAL MANUFACTURING COMPANY, One Park Avenue, New York 16, N. Y. ¢ 

SHOWROOMS: New York, Chicago, Los Angeles, San Francisco, Seattle, Gait, Ontario ¢ LICENSEES: France, England, Australia, Venezuela du 


FACTORIES: Plainfield, Conn., 


Michigan City, Ind., Los Angeles, Calif.. Warren, Pa., Jamestown, N. Y., Galt and Smiths Falls, Ontario 


' 
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How much does your “alibi system’’ cost you? 


Someone makes an error. The boss gets upset. A costly control 
system is instituted. But what are chances of the error recurring? 
By Maurice F. Ronayne 15 


Conveyors—complement to IDP 


Management has sped the processing of data, but has not always 
accelerated the movement of papers from desk to machine and back 
By Robert H. Cain 20 


Grievance systems for non-union offices 


Second of a two-part series exploring aspects of employee and 
company relations familiar enough in union shops but not offices 
By John B. Coyle 28 


AMA to stress “how’s’”’ of IDP 


Conference in New York will consider ways to integrate data 
processing into total systems—and how to do it at less cost 


40 
Automation in the office 
Computor “mothers” other computers; controls their output. , 
State unemployment employs solid state; New York uses IDP = 
44 
Tools of the Office series 
This month: copying and duplicating equipment 
By Mary D. Lyons 50 
Introduction 50 
Photocopy 54 
Verifax 58 
Facsimile 60 
Xerography 60 
Diazo , 67 
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Stencil 72 
Offset 76 
Spirit 78 
Relief 82 
Gelatin 84 
Special Liquid 86 
When buying flooring, consider “total benefits”’ 
A guide to tiles, carpeting and other floor materials 
By John M. Sine 97 
The ABC’s of MCD—breakthrough in cost-cutting? 
Concluding installment on operation of Master Clerical Data 
105 
Editorial: “Office of the Year’’ 
114 
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A new word, which means more than automation, 
for it is the custom-fitted application of today’s finest 
automation equipment to your particular needs... 


This announcement is a culmination of Friden’s years in integrated data 
processing. Friden’s assumption of responsibility for the most important 
phase of automation—its practical application. 

The first step to PractiMation is a critical analysis of your office. Second, 
an outline of objectives for increasing its efficiency (without personnel 
changes). Then, consult your Friden man. He is an expert, and has solved 
a good many problems like yours. His help can be invaluable 

Next, you need equipment that can bé used by your present employees 
without special training; equipment which is sanely priced, easy to install. 
And, above all, equipment which is expansible with your business. 


Here are some good examples: 

A. Friden SBT Calculator—the famous 
“Thinking Machine of American Business.” 
Touch-one-key simplicity. Performs more 
steps in figure-work without operator deci- 
sions than any other calculating machine 
ever developed. 

B. Friden COMPUTYPER® (Model CTS)— 
produces a complete invoice in one operation 
with virtually no operator intervention. 
Reads alpha-numeric data from tape, edge- 
punched cards, or tab cards; accepts variable 
data through typewriter keyboard. Machine 
also punches selected data in tape or cards 


for statistical reports. The Computyper and 
any good typist make up an entire billing 
department. 

C. Friden ADD-PUNCH® (Model APT) —A 
Data Processing machine, the APT produces 
a printed tape, and a punched tape for sub- 
sequent processing. 

These are just three. Friden’s full line of adding 
machines, calculators, accounting machines, 
mail room equipment, and “Tape Talk” IDP 
equipment can fully automate your office. Call 
your Friden man today, or write directly to 
Friden, Inc. 


© 1960 raven, inc. 


Hriden anil 


FRIDEN, INC., SAN LEANDRO, CALIFORNIA® SALES, INSTRUCTION AND SERVICE THROUGHOUT U.S. AND WORLD. 
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New York, February 29- March 2. 

Sponsor: American Management 
Association. 

Place: Statler Hotel. 


OMAC Business Show and Semi- 
nar. Chicago, February 29-March 3. 
Sponsor: Office Management Asso- 

ciation of Chicago. 

Place: Conrad Hilton Hotel. 


NOFA Conference and Exhibit. 
Atlantic City, March 11-13. 
Sponsor: National Office Furniture 

Association. 

Place: Chalfonte-Haddon Hall. 


NMAA Northeastern Divisional 
Data Processing and Computer Con- 
ference. New York, March 24-25. 
Sponsor: National Machine Ac. 

countants Association. 
Place: Statler-Hilton Hotel. 


LOMA Debit Insurance Forum. 
New Orleans, March 28-30. 
Sponsor: Life Office Management 

Association. 

Place: St. Charles Hotel. 


Southern California Business 
Show. Los Angeles, March 29-April 
z, 

Sponsor: National Association of 
Accountants, Los Angeles Chap- 
ter. 

Place: Ambassador Hotel. 


RSPA Spring Meeting. Chicago, | 


April 5-8. 

Sponsor: Railway Systems and Pro- 
cedures Association. 

Place: Morrison Hotel. 


NICB 8th Annual Atomic Energy 
Conference, New York, April 6-8. 
Sponsor: National Industrial Con- 

ference Board, Inc. 
Place: Waldorf-Astoria. 


NMA 9th Annual Convention. 
New York, April 19-21. 
Sponsor: National Microfilm Asso- 
ciation. 
Place: Statler-Hilton Hotel. 


IAPW 10th Annual Conference. 
New York, April 27-30. 
Sponsor: International Association 
of Personnel Women. 
Place: Statler-Hilton Hotel. 
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AMA Electronics Conference. \™ 
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dollars every year. 


Most offices and plants today 
have vending machines .. . 
some, just a few for cigarettes, 
coffee and candy . . . others, 
elaborate installations serving 
everything from cold sandwiches 
to whole hot meals. These handy 
machines provide new-found 
convenience, and oftentimes save 
the company thousands of dol- 
lars a year in time lost on coffee 
breaks, meal periods and 
snacking. 

Few companies, however, 
achieve maximum benefit from 
their vending machines for lack 
of one element . . . the proper 
change to put in the machines. 

True, perhaps 30% of today’s 
machines have built-in coin 
changers, but “built-ins” gen- 
erally do not provide adequate 
capacity. And lack of proper 
change means work interrup- 
tions, perhaps a special employee 
to make change, and most of all, 
valuable time lost while hunting 
for change. If, for example, you 
employ 500 people earning an 
average wage of $1.50 per hour, 
just 3 to 5 minutes a day per 
employee, lost hunting for 
change can be costing you 
$31,000 a year. 

Large capacity, separate coin 
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from your 
vending machines 
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Here’s a new and effective way 
to reduce coffee break time and 
save your company thousands of 


ss as 


changers, on the other hand, lo- 
cated near vending installations, 
have been proved to eliminate 
this lost time, speed up use of the 
machines, and increase machine 
sales and profits. Separate coin 
changers, for example can reduce 
coffee break time up to 20%. 

Although excellent separate 
coin changers have been on the 
market for several years, man- 
agement has been somewhat 
hesitant to install them with their 
machines because of the capital 
investment required, without any 
direct visible return. A rapidly 
growing number of aggressive 
vending operators, however, are 
recognizing the many benefits 
they, and their clients, can gain 
from separate changers. 


And now, Standard Change- 


STANDARD CHANGE-MAKERS, 


INDIANAPOLIS 2, INDIANA 


422 EAST NEW YORK STREET, 


a 


Makers, Inc., the world’s largest 
manufacturer of separate chang- 
ers, is making its machines avail- 
able on a financed or lease basis. 
Through Standard, it’s now pos- 
sible for you, or your vending 
operator, to install these con- 
venient companions to your 
vending machines for as little as 
$3 to $7 a month. 

Get the most from your vend- 
ing machines. Write Standard 
Change-Makers today for full 
information on their machines, 
finance and lease plans. Standard 
builds a complete line of single 
and multiple coin changers, 
manual and electric, all with 
built-in protection against all 
types of vandalism. Machines 
and their money content can be 
insured, too. Write today! 


INC. 
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... THE RIBBON THAT 
DOES EVERYTHING!* 


* Everything you could reason- 
ably expect a business machine 
ribbon to do . . . from general 
typing to data processing! Wheth- 
er used for manual or electric 
typewriters, billing machines, 
tabulators, wire printers or any 
of the newest high speed data 
processing machines, Columbia 
Silk Gauze ribbons deliver the 
results you want. 

Silk Gauze ribbons have proved 
themselves through years of su- 
perior performance. They are 


made of the finest, lint-free silk 
obtainable, inked by an exclusive 
Columbia process. You get the 
sharpest, most uniform write 
you’ve ever seen. Super-strong, 
extra-length Silk Gauze ribbons 
are still on the job long after or- 
dinary ribbons have called it a day. 


For a demonstration of Silk 
Gauze ribbons that meet your 
particular requirements, call your 
Columbia supplier or consult the 
Yellow Pages. 


ye | 
SILK GAUZE RIBBONS 


by 


@ ® 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 


Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 
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BUSINESS EXPERIENCE WITH 
ELECTRONIC COMPUTERS, by 
B. Conway, J. Gibbons and D. E. 
Watts. Controllers Institute Research 
Foundation, 2 Park Ave., New York 
16. 191 pages. $5.00 


This study is based on a survey of 


17 leading companies made as an 
effort to compare the expectations of 
electronic data processing equipment 
with the results determined after a 
good deal of usage. It synthesizes 
company experience in such areas as 
feasibility studies, preparing for the 
equipment, system conversion, appli- 
cation, operating the machines, and 
relations with computer manufactur- 
ers. The authors have indicated that 
costs, in general, have exceeded esti- 
mates, and sometimes very substan- 
tially; a point of constant excess of 
cost over estimates was found to be 
in the area of programming and con- 
version. Time lost in “debugging” the 
computer program has prevented man- 
| agement from taking a too ambitious 
approach, the authors observe; opera- 
tional difficulties result in higher ini- 
| tial operating costs. Over-subtle 
| programming methods have made 
| supervisory review more difficult, the 
report disclosed. It is therefore be- 
coming more desirable to use auto- 
_ matic coding techniques which pro- 
| duce a more straightforward, less 
intricate method of programming. In 
addition, other findings of the survey 
| include the following: 


1. There is a definite point at which 
| it becomes uneconomical and unwise 
_ to include work within the computer 
| system. The cost of programming 
| Many exceptional routines, and the 
machine memory storage space which 
these exception routines require, makes 
it more economical to process them 
manually. 


2. While it is possible to use an 
electronic data processing system to 
establish the accuracy of certain kinds 
_of incoming data, this is impractical 

_if the error rate is too high or the 
rules for establishing accuracy are too 
complex or extensive. 


3. Operational requirements for 
rapid processing and accessibility of 
information often cannot be con- 
veniently met with a centralized elec- 

| tronic system. 


The authors conclude this authorita- 
tive volume with a provocative discus- 
sion of “Some Unresolved Matters and 
Some Thoughts on the Next Five 
Years,” which should prove interesting 
to veteran and newcomer alike. 
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Business school graduates are exposed to 


Education for business - - the needs are 


broader curricula and firmer standards 


THE quality of business education has been sub- 
. jected to increasing scrutiny of late. In newspapers, 
magazines, and management seminars, executives 
and educators fire quickening salvoes of criticism 
and praise at the aims and methods of business 
schools and colleges. The field is large, the issues 
varied, the ramifications deep and complex. Only 
two of the broader issues can be touched upon here. 
One — and an encouraging one, to judge from 
comments in such widely scattered circles as last 
month’s conference of education administrators in 
Atlantic City, January’s seminar of the National 
Machine Accountants in Chicago, and The New 
York Times Magazine of February 14— is the more 
broadly based curricula which business educators 
have been offering. 

Here are programs of courses and subjects stretch- 
ing out healthily on two levels. At the base level, 
curricula reach out to business courses at one end, 
liberal arts courses at the other, to produce a better- 
educated, more “rounded” recruit for the world of 
management. True, some corporations have been 
accused of giving lip service to the liberal arts ap- 
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proach, while not really trusting it—but the trend 
to this kind of business training is there, growing 
inexorably. At the second level, that of business sub- 
jects per se, the need for more knowledge of more 
facets of our more automated offices has been 
recognized, and will increase too. 

Now, the second of our broad issues — about 
which so far there has been more to criticize than 
to praise—stems, paradoxically, from that growing 
level of business courses alluded to above. The 
multiplicity of courses, the many approaches to 
them, the variety of standards laid down—all have 
produced a chaos of sorts in a realm where mana- 
gerial orderliness should reign. What is needed, 
and what will eventually come about, will be firmer 
state and/or national standards of business educa- 
tion — codes of what goes and what doesn’t — not 
unlike the standards which already govern the pro- 
fessions of medicine and law. 
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more courses—academically and vocationally—than students of even one generation past. 
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MODEL $1-70 


for L or IO dictators — 


. Seribe 


re ‘ ¢ © Le secge Laeeee 


CLEAREST RECORDING, MOST DEPENDABLE 
FOR REMOTE OR NETWORK COMMUNICATION 


SCRIBE S1-70 remote is a rugged commercial size dictat- 
ing machine. Scribe records your voice with unmatched 
clarity on high fidelity Mylar magnetic tape—pre-loaded 
in 30 minute tape magazines. All operations are con- 
trolled by finger tip touch with the exclusive “Miracle 
Mike” desk station. Work load permitting, one Scribe 
serves as both recorder and transcriber. Scribe remote 
dictation systems are versatile—ideal for switchboards, 
intercom systems or any recording need from one to 
fifty dictators. 


Other models for individual use. 


Thousands of dependable Scribe machines are in use in 
Government, business and industry. 


Seaturing 


Je nthe 


EXCLUSIVE 
MIRACLE 
MIKE 


Desk set button punches time indicator card on 
machine at secretary’s desk to indicate length 
and end of each letter and automatically indicates 
end of dictation when microphone is replaced. 


Lights signal when machine is in use. 


‘Miracle Mike” gives you finger tip control of all 
functions of the machine. 


© 


DEALERS— WRITE FOR PROTECTED TERRITORY INFORMATION 


Number of Dictators Check — Dealer [| User [| 


‘ SCRIBE DISTRIBUTORS CO. DEPT. OM-9 

, 6949 W. North Ave., Oak Park (Chicago), Ill. 
, Rush me cost-saving facts on Scribe. 

. 

« Name 

. 

» Company 

; Address 


REPRESENTATIVE REMOTE INSTALLATIONS a] 


Single executive ‘Miracle Mike" desk set connected to Scribe $1-70— 
| remote recorder transcriber. Machine permanently at secretary's 


desk. = 


Ss RIE TNT Ra 


% rapa 


5 gamer 


% 


- Three executive “Miracle Mike” desk sets with Single $1-70 = 


remote recorder and $1-60 transcriber. Allows dictation and a 


LET US PROVE IT! SEND COUPON TODAY scribing at same time. 


Six executive “Miracle Mike” desk sets connected to 2 Scribe $1-70 
remote recorder-transcribers. When either machine is in use (indi- 
cated by light on executive station) selector switch on desk set per- 
mits other dictators to select idle machine. Separate transcriber need | 
depends on work load requirement. 


A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
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HOW MUCH DOES YOUR 
“ALIBI SYSTEM” COST YOU? 


An error is made. The boss is alarmed. An elaborate 
control is set up—permanently. The cost? Expensive ... 


By MAURICE F. RONAYNE 


Management Analyst, Olmsted AFB 
Middletown, Pennsylvania 


WOULD you throw away good money after bad? 
Probably not. Nor would you pay theft insurance 
premiums of $200 for an auto worth only half that 
amount, just because someone stole your car once. Of 
course not —few people are that wasteful, especially 
a man in the responsible position of office manager. 
But wait a moment. Are you sure you are not wasting 
money in your daily business activities, ‘Throwing 
away good money after bad, 

Today many business and government organizations 
are paying hundreds, and even thousands of dollars, 
for “alibi systems” which were set-up originally to 
prevent a mistake from happening again. 

A clerk spots an error in an office operation. People 
become alarmed. Money and time are lost. The boss 
demands action to correct the mistake. More important, 
he orders that the error must not happen again, never 
...or else! 

The result? Someone dreams up an elaborate con- 
trol system to prevent any future repeats of the same 
error. The cost? Generally expensive. Unfortunately, 
years later the costly control systems may still be in 
operation, long after the original initiator has left the 
scene, and maybe even after the operation itself has 
passed out of existence. 

Nevertheless, the firm continues to pay valuable 
dollars for a protection system which in the long-run 
is many times more expensive than the actual cost 
of possible error. 

To illustrate how a costly but unnecessary control 
can be instituted, take this case study, using a govern- 
ment agency as an example. But a warning — don’t 
think that the government has any monopoly on the 
alibi system. Our sample could just have easily been 
drawn from the business world. 

A large field installation of a government organiza- 
tion recently began a forms improvement program to 
combine, improve, and simplify all locally reproduced 
forms. This agency had the function of testing equip- 
ment sent in by private manufacturers and _ public 
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agencies to determine its suitability for government- 
wide acceptance and use. 

To begin the survey, forms were collected. Each one 
was analyzed for its usefulness and general adherence 
to accepted techniques of forms management. Found 
most worthy of a closer examination was the F-10 
Check Receipt Letterform, part of the paperwork pro- 
cedure for testing of equipment. 

Because of the usually heavy test workload, the 
manufacturer had to request that his equipment be 
tested, and then wait. When the test could be sched- 
uled, the installation informed the firm. At the same 
time it asked the firm to send a check as a deposit 
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The urge to “do something” after mistake is spotted can be 
costly. Management should weigh chances of error’s recurrance. 
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An irate top executive is often 
the cause of an “alibi system’”’ 


toward the total costs of testing which had to be borne 
by the requestor. 

The company would respond by sending its check 
to the installation, usually including a routine letter 
acknowledging receipt and compliance with the gov- 
ernment’s request. When the installation received the 
check, it placed the accompanying letter on file. Then 
the description of the check was listed on a Project 
Order Sheet. This information included firm name, 
date, amount, and so on. A form called Assignment of 
Funds was also filled out to authorize the laboratory 
director to conduct the test since the necessary deposit 
had been received. 


Superfluous forms are expensive 


The following steps brought the F-10 Check Receipt 
Letterform into the paperwork flow: 

(1) An original and three copies were filled out. 

(2) The original went to the firm, one copy to the 
file room, another to the Daily Reader’s File for cor- 
respondence, and a third to the Comptroller’s Division 
files. Four pieces of paper in all! 

But what was the original purpose of F-10? Why 
was it created in the first place? Statistics exist which 
highlight the fact that for every dollar spent on the 
cost of a form, paper and duplicating, about twenty 
more dollars are required to pay for clerical costs to 
fill it out, route it, and file it! The use of unnecessary 
forms is a luxury that few firms can long afford. 

Five years ago one of the manufacturers sent a 
deposit check to this particular government installation. 
At that time the procedure was simple. When the 
check was received it was credited to the test. No 
word was sent to the check sender until he was notified 
that his test had begun. But this particular deposit 
check was misplaced. When this sender wrote for in- 
formation on the status of his check, embarrassed 
installation officials had to reply that the check had 
been misplaced. When the top administrator of the 
agency heard of the miscue, he severely criticized the 
finance people for their laxity and further demanded 
that proper safeguards be set-up pronto to prevent the 
same error from happening again. Better public rela- 
tions through improved service was to be the by-word. 
But instead, poor management practices resulted. 

The hard-pressed supervisors and employees undid 
themselves in an effort to smooth down the ruffled 
feelings of the top executive who had become so upset 
over the error. From then on, when the installation 
received a check, F-10 was completed in quadruplicate. 
If a firm were to inquire about its check, a clerk 
could turn to the form letter file to determine if the 
check had been received. If no corresponding F-10 for 
the check in question was on file, then the finance 
people could fall back on the alibi system as proof- 
positive that no deposit check had been received. 

But thanks to the lead turned up by the overall 
forms analysis survey made five costly years after the 
initiation of the procedure, this expensive alibi system 
was discovered. No time was lost for an analysis to be 


made of the F-10 and its parent procedure. Facts 
showed that since its initiation five years before, no 
record could be found of any evidence that a manu 
facturer had ever asked about the status of his deposit 
check. It was apparent that the very reason for the form 
itself was not supported by the facts. 

Further scrutiny of its purpose brought forth valu 
able arguments to support a recommendation for the 
elimination of the form and procedure. They were 
based on these facts: 

(1) The manufacturer who sent the deposit check 
ultimately received the cancelled check as his receipt. 
This proved to take from fourteen to thirty days. 

(2) Ifa firm wrote in for information concerning its 
check, it could be quickly located in (a) the file 
containing the letter which accompanied the check 
itself; (b) on the Project Order Sheet, or (c) on any 
of the letters of authorization issued to the cognizant 
laboratory director to carry out the test. A pilot run 
revealed that the time spent in locating this infor- 
mation would be minimal. 

(3) It did not seem likely that many manufacturers 
would write in before a month had passed to find out 
the status of their checks. Most firms would probably 
wait a reasonable time for their cancelled check to 
return to their bank. 

(4) A three-month trial period could be run to 
determine the volume of special inquiries within that 
time. (This was done.) 

(5) If there proved to be a large volume of in- 
quiries, a special post card form could be sent to the 
firm which asked for information. The card could be 
designed to answer the questions most likely to be 
raised, with an appropriate checkmark. 

(6) If some firms proved persistent in demanding a 
letter of receipt—that is, those who had been “spoiled” 
by the current practice—the installation could deli- 
cately point out the gains made through the reduction 
in paperwork and clerical time spent in processing the 
F-10. For the still unconvinced, a post card could be 
sent to them. 


Elimination of the F-10 saved money 


Certain decided advantages could be gained through 
elimination of F-10: 

(1) Man-hours currently used to fill out, duplicate, 
transcribe, distribute, and file could be released for 
other jobs. 

(2) Savings, of four cent postage on each letter, and 
envelopes. 

(3) Less filing and storage space needed. 

(4) Elimination of time required by the printers to 
duplicate the forms as well as the savings of the 
paper used. 

All in all, the elimination of the F-10 offered sub- 
stantial savings in money and man-hours to the instal- 
lation without sacrificing operating efficiency. 

Three months after the trial period, the installation 
obsoleted the troublesome form. During the pilot run, 
no checks were misplaced nor were any inquiries 
received from manufacturers. Less time was also re- 
quired for processing the paperwork needed to author- 
ize the manufacturer’s test. 

This study offers several practical lessons for the 
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$ otfice manager who wants to do a better job for his 
} company. One point: the application of the “exception 
principle” could have helped to eliminate a costly and 
t unnecessary control procedure. Good managers do not 
build a system around an activity which takes place 


~ 


only infrequently. Each system should handle everyday 
routine activities. Hold special procedures or controls 
e in abeyance and in readiness to meet the exceptions— 
e when they take place. Not before! 
He thinks the problem through, takes pencil and 
k paper in hand. He figures the cost of the proposed 
a system over a fixed period of time. A year, two, three, 
whichever is necessary to give a good estimate of the 
Ss cost. Proceeding further, he checks his records to de- 
e termine how many times that same error happened for 
k an equal period of time in the past in order to arrive 
y at an average error cost figure. Finally, he compares 
it the cost of the system for this fixed period versus the 
ny probable cost of errors which might occur during an 
r- equal length of time. If these calculations show the 
cost of the control system to be much more expensive 
rs than the cost of possible errors, he drops this proposal. 
at For example, Jack George, office manager of the 
ly fictitious Jones Paper Box Company, estimates that the 
Lo extra clerical time needed to set-up an office control 
for one year will cost $500. The same error has 
Lo occurred several times in the past costing the company 
at an average loss of $200 a year. After his analysis, Jack 
n- 
1e ’ 
De =} > ; 
De 4 
%’ 
a 
i : 
li- he 
on f 
he 
be 
S 
oh 
te, 3 
or = 
"%y 
nd Ne, - 
= 
to £ 
he 
. Speman ii 
ib- re 
al- 
ih 
on ‘ 
in, Ws 
‘ies 
re- ; f 3 
or- For every dollar spent on the material and duplication of new forms, twenty are spent for clerical filling in and filing. Ze 


— oe Ct eS Tit an lle of ice. a or 
, - J - Pol ae 
ae 
at 

: ; 

oe i a a a. 4 

ae J ox b. i es. q Lt ; 3 

“a , | | & @ 
the * i; 
f 4% 

ENT MARCH 1960 17 }} 
= ei. : a, Te * ae peony a if ‘ h . eres a ‘ ae Pins a 7 a di 7 Z a i “yl eae a : — 7 
+" a Saas oh ee Sa le / 4 ile ore ong Pavel Sea amie 
7 eee oF ee ee | ‘a — feet a yh. “4 vs =) re 


rm 


ei © 
C3 £2 i) 


. 


Se e/ee «ef 40 


Pioneering 


office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


Since the appearance of the first discussion on the subject of 
Automation in the Office in the August issue of 1952, OFFICE 
MANAGEMENT has published articles on Automation on a 
regular basis to keep the office abreast of everything new on 
this modern technique. Here are some typical ones: 


JUNE 1959 

New programming approaches continue 

to simplify computer applications 
—Robert M. Smith 

“Total systems” approach to integrated 

data processing pays off for Seagram 
—Joseph C. Blunt 


JULY 1959 

Automation opens new horizons through 

new developments in first half of 1959 
—Robert M. Smith 

Automation will pletely change of- 

fice growth, work patterns, NOMA hears 


AUGUST 1959 
Automatic programming-what does it of- 
fer, how does it work? 

—Robert M. Smith 


Computer centers across nation continue 
to widen services to small business 
—Gerald Cook 
SEPTEMBER 1959 
Automatic programming-what does it of- 
fer, how does it work? 
OCTOBER 1959 
“What's Ahead in Automation for the 
Nation’s Smaller Offices?” 
—Robert M. Smith 
NOVEMBER, 1959 
Visible Record Computer Adds ‘New Di- 
mehsion” To Banking Automation. 
AMA speakers report—Automation will 
raise Status of Office Manager 
DECEMBER, 1959 
AMA speakers report—Automation will 
raise Status of Office Manager 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental types of machines and equipment. Equipment presently 
im use in every modern office in America can be geared in one way or 


another to Automation. 


As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives—Since 1940 


212 Fifth Avenue 


New York 10, N. Y. 


A Geyer-McAllister Publication 


since 1952— 


will most likely decide that this 
control system will cost his com.- 
pany more money than the protec- 
tion it provides. 

Even if this is the first time the 
incident has happened, the manager 
should try to project an estimate of 
error cost against control cost. In 
many cases, his common sense will 
tell him whether or not the error 
will take place again. 

The job of the manager does not 
stop when he has either approved or 
turned down a proposed control. If 
the control cost is reasonable and 
promises to accomplish its purpose, 
he installs it. If it is too expensive 
and too illusory in promising to re- 
solve the problem, he'll continue to 
seek another solution. But inde- 
pendent of his course of action in 
setting-up a control, the discerning 
office manager does his best to get 
at the source of the error. He tries 
to fix the responsibility for the mis- 
take. Not however for the purpose 
of laying the blame on someone, but 
with the idea that he perhaps can 
talk to the employee who made the 
error to try to learn why it was 
made in the first place, and to in- 
struct how it should be done 
correctly. 


“An ounce of prevention”’ 


This is an important facet of the 
manager’s job. He must make sure 
that in the future, his employees 
are so well-trained that they will 
rarely make the same mistake twice. 
Often an error is committed through 
ignorance or carelessness. Both areas 
respond readily to the application 
of good training techniques. 

An ounce of prevention may be 
worth a pound of cure, if the remedy 
is not more harmful than the effect 
of the disease itself. The efficient 
and progressive office manager sup- 
ports this concept. He recognizes 
the error, identifies the employee 
who made it, and through counsel- 
ling and training, enables that per- 
son to avoid making the same mis- 
take again. When the office manager 
initiates a control system, it is based 
on dollars and sense, not on a mo- 
ment’s whim. A good manager 
meets his problems with facts, not 
with illogical passion. At no time 
does he allow himself to be pres- 
sured into throwing good money 
after bad to pay for a worthless 
“alibi system.” 
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be 
= A single Pro-File* needs two sq. ft. less floor space than 
2c ° 
a a conventional file. A bank of 12, for example, saves 
up- 26% sq. ft. of expensive office floor space over conven- 


izes | tonal files of the same capacity. Built into walls or parti- 
yee tions, Pro-Files can save nearly all the floor space usually 
sel- required for files. 

per- & It’s the 642” that does it. Because at 612” a Pro-File 
is wide open. All index tabs and contents instantly ex- 
posed and reachable. Everything easily slipped in or 
mo- | SUt—no long reaching, no folder tugging, no other time- 
ger consuming thumbing around. There’s even enough room 


*Patented 
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«| ‘This | 6," | saves you 30% of 
a filing floor space to begin with... 


for more than one girl to work at an open Pro-File at 
the same time. 

Only Pro-File has this money-saving, efficiency-creat- 
ing 642”. Because only Pro-File has a Rock-A-Tilt, 
finger-tip opening action. It makes even ceiling-high 
stacking safe because, open or closed, the center of grav- 
ity is always inside the cabinet. 

Get back your floor space with Pro-Files. See how 
their 642” of extra efficiency will save you even more. 
Let your Y&E representative demonstrate, or write for 
literature that gives full details. 


ney cy VWawman « ERsBE MFG. CO., INC. *1003 JAY ST.* ROCHESTER 3,N. Y. 
A SS F &£& 2 tt SS @ P RE SC 
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Four types of office conveyors: 1. Vertical type (the dumbwaiter). 2. Gravity chute. 3. Belt conveyer (channel type . .. 


CONVEYORS—COMPLEMENT TO IDP 


Management has sped the processing of data, but has 
not always sped papers from desk to machine and back 


By ROBERT H. CAIN 
Chief. Office Management Division 
Administrative Service 
Veterans Administration 
IT’S RATHER ironic that complex 
data, which can be processed elec- 
tronically in seconds, must often 
wait around hours or days for some- 
one to carry them on paper, from 
one work station to the next. 
Office executives have been quick 
to seize the benefits or rapid, me- 
chanical data computation. But all 
too often they have neglected to 
speed up the transmission of docu- 
ments from desk to computer, and 
from computer back to desk. 
Management has substituted 
lightning-like machines for the 
slower mental processes of the hu- 
man brain, but has not, in many 
instances, substituted machines for 
who still make their 
“appointed rounds” with little more 
efficiency than they did in ancient 
times. 


messengers 


Executives, of well 
aware that mechanical means exist 
for conveying objects from one 
place to another. They are apt to 


course, are 


visualize conveyers as non-ofhice con- 
trivances—the dumbwaiter, the ele- 
vator, the coal chute, the depart- 
ment store change carrier, all of 
which are convevers of sorts. But 
they don’t visualize conveyers as 
swilt transmitters of paper in their 
offices. 

Actually, in recent years, manu- 
facturers of office conveyers have 
made some remarkable advances in 
their field, not unlike the advances 
scored by electronic computer man- 
ufacturers in theirs. 

Indeed, electronic data 
and paperwork conveyer systems are 
really separate aspects of the same 
management concept — mechanical 
paperwork integration. 

Modern office conveyers incorpo- 
rate countless optional devices; they 
are highly automated, quiet, and 
adapt readily to interior design 
treatments. 

What can conveyers do for you? 
Here are a few of their capabilities, 
and the list is by no means inclusive: 

(1) Deliver mail to and from 
mail opener and mail reader. 

(2) Deliver mail directly from 
mail room to action offices. 


Systems 


(3) Deliver phone messages, tele. 
grams, and special mail to action 
offices. 

(4) Transport mail, case folders, 
and the like between clerks or work 
stations. 

(5) Convey material between file 
room or library, and users. 

(6) ‘Transport dictating belts, 
notes, memos, punch cards and other 
items from place to place. 

(7) ‘Transport microfilm to and 
from central storage unit. 


eR 


il 


(8) Distribute copies of corre. | 


spondence for simultaneous process 
ing and reassembly at a_predeter- 
mined point. 

An alert office manager will in- 
variably find additional uses for a 
conveyer, particularly where special 
material requires fast action. 

Still, a question remains. Why 
conveyers? Why not messengers? Let 
me say right here that the faithful 
messenger is not entirely dispens 
able, though the extent of his ac 
tivities can be economically reduced. 
The advantages of conveyer-powe! 
over manpower, however, go fat 
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... is illustrated). 4. Pneumatic tubes. The last-named type may be manual, automatic or semi-automatic. 


beyond direct wage savings. They 
include: 

(1) A steady flow of paperwork, 
rather than batch delivery. 

(2) Less moving about by clerks, 
thereby increasing production with 
more time devoted to actual proc: 
essing. 

(3) A resulting reduction in noise 
and confusion. 

(4) A reduction in space require- 
ments. 

(5) Simplified work scheduling, 
work leveling and control. 

(6) Privacy, accuracy, speed and 
silence in the delivery of valuable 
mail. 

(7) Elimination of delays, such 
as messengers tarrying along the 
way, waiting for the elevator, and 
the like. 

(8) Reduction of supervisory and 
personnel problems — less recruit- 
ment, training, discipline and over- 
time. 

(9) Swifter “filling of the pipe- 
line” earlier in the day, with no 
lost time waiting for work. 

(10) Reliability — dependable 
communications 24 hours a day. 

The conveyers that accomplish all 
this can be divided into four general 
groups — pneumatic tube systems, 
belt systems, vertical systems and 
gravity chutes. Each has its special 
advantages and, yes, disadvantages. 


MARCH 1960 


Initial costs and relocation costs 
are perhaps the main disadvantages. 
As to relocations—il they are minor, 
they can frequently be made at 
nominal cost and without interrup- 
tion of operations. With pneumatic 
systems, some managers may con- 
sider the time needed to load and 
unload carriers as a disadvantage, 
too. Every office can find a use tor 
conveyers. But not every office would 
find it practical, in terms of the 
above-mentioned disadvantages as 
they apply in the particular case, to 
install them. 

How do you determine conveyer 
need? How can you tell when the 
advantages outweigh the disadvan- 
tages? 

The first thing to do is analyze 
your company’s paper flow. For con- 
veyers to help you most, there should 
be an established pattern to the 
paper traffic rather than a series of 
isolated movement. There should 
be a regular volume of paper, but 
not necessarily constant or consist- 
ent from day to day, hour to hour, 
week to week or season to season. 
There should be some uniformity 
in the size and shape of the material 
to be carried. Finally, there should 
be sufficient man-hour savings and 
other benefits to make the equip- 


ment pay for itself within a reason- 
able period. 

Remember that office conveyers, 
while designed primarily to trans- 
port paper, can carry other small 
objects, too. Belts can carry items 
of almost any size and shape. Pneu- 
matics have been designed to ac- 
commodate any number of things— 
films, blueprints, liquids, even hot 
ingots. The nature of the material 
carried determines the nature of the 
system used. So in planning, deter- 
mine what kind of things you will 
convey most frequently. Let the 
bulk of the traffic be a determining 
factor, keeping in mind that the 
larger the capacity, the greater the 
costs. 

The ideal time to install conveyer 
equipment, of course, is during con- 
struction or remodeling of an office. 
If central air conditioning is being 
introduced at the same time, the 
cost of a pneumatic system can often 
be reduced by using the air-duct 
openings to house the tubes. 

But whenever it’s installed—dur- 
ing construction, remodeling, or in 
existing facilities—the advantages 
you gain will depend mostly upon 
the amount of advance preparation 
you do. 

In addition to thoroughly study- 
ing your paperwork operations, 

(To Page 24) 
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PRICE: LESS THAN 1/2 THAT OF ANY EQUIVALENT SYSTEM! 


.THE BENDIX G-15 

IS THE LOWEST-COST 
PUNCHED CARD COMPUTER 
YOU CAN RENT OR BUY 


By adding the Bendix Punched Card Coupler to the 
basic G-15, you have full alphanumeric punched card 
capabilities combined with the G-15’s powerful com- 
puting ability. Price: less than 1/2 that of any equiva- 
lent system. The Punched Card Coupler allows the G-15 
to use seven standard models of card readers, punches, 
and accounting machines. Up to three may be con- 
nected on-line at one time, and all input-output is fully 
buffered. And with the G-15, as standard equipment, 
you havea fully alphanumeric typewriter, a paper tape 
punch, and a searchable high-speed photo-electric 
paper tape reader. Low-cost magnetic tape units are 
also available. The great versatility of this business- 
scientific system, at such a remarkably low price, is 
setting new standards of computing economy. 


Write for details. 


Computer LOS ANGELES 45, CALIFORNIA 


DEPARTMENT AC-18 


DIVISION OF BENDIX AVIATION CORPORATION 
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“more attractive, aaa 


Every Day® files speed sort- Handsome, sturdy Streamliner® 
ing and filing—give your Desk Tray holds papers at a slant 
office a systematized follow- for faster, easier pick-up. 


up for mail, etc. 


Convenient Filing 


f 
| 
Shelf hooks on near- NS 
by file drawer pull, Le Ns 
Eclipse Box Files combine neat holding papers to | <® 
appearance with service to keep be filed. Frees both | 
cords at hand. Sturdy slate- work data and other current ma- hands for faster, | tC 
: = tray holds 1000 ‘cards. : terial at hand. easier filing. ] 


Fanfold 


more wou Sieh co 


U-MAK-A Index Tabs save time. 


venient continuous flow May be cut to exact size—no 
package. Ideal for faster labeling _ waste. Pica spaced for faster 
of anything in your office. typing. 


... With these modern Globe-Wernicke Office Aids 


Every day, you and the people in your office, use nearly bas Oe @, 
60 different office items in your work. If these are not GLOBE-WERNICKE 
reducing your work load, they may be losing money for you. WIA os 

Here's how G/W office aids and accessories will make 

your business day more pleasant and more productive. ot ecpgerivyen vere” — _ 
See the complete line of Globe-Wernicke office accessories at your Globe-Wernicke Makes Business a Pleasure 
nearest G/W dealer* today, or write us direct for free booklet. Dept G-3, "Dealers listed in Yellow Pages under Office Equipment” 


Or Ped lil 
TT fa\= Bo.g Ie __ SEC) 
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preparation should include visits to 
offices now working with conveyer 
systems, discussions with supervisors 
within these offices, discussions with 
engineers and manutacturers of con- 
veyer equipment. 

A major consideration will be 
whether to tailor the conveyer to fit 
existing routines, or tailor routines 


to fit the new conveyer. Where or- 
ganizational structure and_ physical 
layout of work are close to ideal, 
then naturally the conveyer should 
be made to adjust. But management 
should not be blind to changes in 
work methods which would permit 
the profitable use of conveyers, and 
thus increase office efficiency. 


Says Seymour B. Orner, President, La Salle Casualty Company, Chicago, Ill 


“Like most insurance companies, we con- 
stantly have large volume mailings. We 
found hand folding to be slow, inefficient 
and very costly at today’s wage scale. It 
kept several of our girls from accomplishing 
more important work-day tasks. 


We purchased a Premier automatic folder 
which promptly solved our problem. Re- 
lieved of monotonous folding, our girls are 
much happier and our mailings are com- 
pleted in minimal time.” 


The Premier Auto-Folder CV automatically 
Feeds, Folds and Stacks . . . even loads while 
in operation! Will fold various or uniform 
sizes including multiple sheets. Accepts a 
wide range of sizes... 214"x4" to 9I4"x 1514” 
in most papers. Safe and easy to use. Folds 
up to 15,000 pieces per hour. Advanced 


PREMIER 


engineering assures efficient, trouble free 
operation. Portable, fully guaranteed. 


-You, too, can save valuable time and at- 


tain greater Office efficiency. 
Write for complete information and name 
of your nearest dealer. 


$149 95 


plus F.E.T. 


UTO-FOLDER c, 


A PRODUCT OF MARTIN YALE, INC., 2100 W. FULTON ST., CHICAGO 12, ILL. 
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Conveyers can be tailored to fit existing systems—or vice versa. 


Here is a closer look at different 
types of conveyer systems. You 1nay 
choose one type, or work with com. 
binations of them. 


Pneumatic systems 


(1) Pneumatic tubes with car. 

riers. They are of three general types 
—manual, automatic and semi-auto. 
matic. Tube sizes include: 234, 3, 
4, 51, and 6 inches (round) ; 4 x7 
inches (rectangular with rounded 
corners) ; and 3x 12 or 4x 12 (dia. 
mond-hexagonal). The tubing is 
usually made of cold-rolled electric. 
welded lacquered steel. The length 
of carriers is limited by the radius 
of bends in the tubing and varie 
from approximately 5 inches for 
214-inch system tag carriers, to 6 
for 4x 12 inch special blueprint} 
carriers. The carriers may be oj, 
clear plastic, laminates, dhieiinas 
or other material. The front end of 
the carrier has a telt head, and may/ 
also have a rubber washer. The rear | 
of most carriers has a rubber cover 
with leather hinges and snap fastener 
for preventing the contents from 
dislodging in transit. Improved 
types of closing devices are being 
studied and doubtlessly will be 
available in the near future. 
a) Manual systems. Earlier tube | 
systems were all of the manual type 
With this type, a separate sending 
and receiving line is required be. 
tween the two connecting point 
(tube stations). Where there are 
more than two tube stations, a cen 
tral desk is necessary. The dual 
tubing from each station is chan- 
neled to this central desk. All car- 
riers from the sending station are 
first delivered to the central desk 
where they are manually transferred 
to the tube line of the receiving 
station. 


——EEE 


b) Automatic systems. The auto- 
mation of pneumatic tube systems 
is as revolutionary as the change 
from the manual to the dial system 
in telephone communications. The 
central desk is eliminated. There is 
no longer the need for separate re- 
ceiving and sending lines for each 
station. As many as ten stations can 
be connected to a single line. Me 
terial can be sent directly from any 
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THE BOSS CAN EXPECT TYPING PERFECTION 
IN MINUTES and know that his new Auto-typist pays for itself in 4 months 


How would you like to have personally 
typed letters turned out 24% times the 
speed of the fastest typist? neat, 
erasure - free, error-free? With Auto- 
typist, one average typist can easily do 
100 to 125 letters each day—three or 
four times her normal typing output. 
Your return on initial investment is 
good. The price of a standard model 
Auto-typist, as low as $900, is equal to 
the salary of an average typist for only 
four months. That’s economy, even in 
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the short run! Think of your savings! 
Operation is simple and foolproof. 
Precomposed letters, or separate para- 
graphs, are perforated on a wide tape 
roll and numbered to correspond with 
the pushbuttons on the panel. Then 
Auto-typist automatically picks them 
out, and types them in correct sequence 
every time! Send coupon for new Sec- 
ond Edition, “Sixty Best Business 
Letters” and complete Auto-typist in- 
formation. Clip coupon at right. 


! 

! 

AMERICAN AUTOMATIC TYPEWRITER Co. ! 
Dept. 143, 2323 N. Pulaski Rd., Chicago 39 ; 
Gentlemen: ! 
Please send me full information on Auto-typist ; 
with new Second Edition of free booklet , 
“Sixty Best Business Letters.” t 
! 

Name ; x <cnarnsncinane ! 
! 

Title sscihlan einai ee 
' 

Company ; 
Address : 
City ye: ee ; 
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Profits are > Made at | 


The City sleeps, but this business goes on as 
usual, with the help of Baltimore Business Forms. 
Day and night customers phone their orders to 
central headquarters. Robot machines, in branch 
delivery offices, print orders simultaneously on 
troublefree Therm-O-Seal Handy-Fast Forms, 
recommended by the Baltimore Business Forms 
Systems Advisor. When morning comes... night- 
time orders are completely written ... ready for 
delivery without delay. The profits have been 
made...while the city sleeps. 


Write or phone the Baltimore Business Forms 
Company for the interesting report ...“A Robot 
Writes.” Perhaps some of these money-making 
methods may be adapted to your own business. 


Baltimore Business Forms 


__- Division of the Baltimgfe Salesbook Company _ 
3134 FREDERICK AVENUE, BALTIMORE 29, MARYLAND | 


Use Readers’ Inquiry Coupon on Page 112 


| 


one station in the system to another, 
This is done with an automatic 
central transter “brain’’—an electro. 
mechanical device which “reads ’ the 
various rings on the carrier, and 
automatically transters it from the 
tube line of the sending station to 
that of the receiving station. Brushes 
in advance of each station again 
“read” the rings as the carriers pass 
and cause any for that station to be 
automatically ejected. (Its arrival 
can be announced by having a light 
flash, a bell ring, or both.) The 
rings on the carrier may be inter. 
nally connected in various combi- 
nations to form the number code 
lor any one of 99 receiving stations, 
There are two systems for selecting 
the number code of the receiy- 
ing tube station: (1) setting a 
simple rotating device on the car- 
rier to show the code number of 
the receiving station, and (2) dial- 
ing the code number of the receiving 
station on a telephone-type mecha- 
nism at the tube station. 
c) Semi-automatic systems. Similar 
to automatic systems, they have the 
same type of tubes and carriers, but 
instead of an automatic central 
transfer point, there is a central desk 
similar to that in manual systems. 
The operator does not, however, 
manually transfer the carriers from 
one line to another, but uses a 
button or other selector for ener- 


gizing a mechanical transferring f 


device. 

(2) Ticket tube systems. A ticket 
tube system is one where paper is 
transported through the tube with- 
out a carrier. The paper, folded at 
one end to form a sail, serves as its 
own carrier. A specially designed 
ticket of uniform size, such as 5% 
x 234 inches, is generally used, but 
any form that can be conveniently 
folded to fit the tube may also be 
sent through the system. 


At Dun and Bradstreet 

The New York office of Dun and 
Bradstreet uses a ticket system for 
handling telephone inquiries. 
Twenty-eight telephone operator 
jot down the name of the individual 
or firm on a slip and drop it on 4 
conveyer belt which carries it to 4 
dispatching clerk. He folds it at one 
end, drops it into one of 39 tube 
lines corresponding to each file sta: 
tion, and presses a button to build 


(To Page 92) 
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es a Does a mailing bring on a crisis in than a minute and operated by anybody. 
oner- your company? With secretaries and The inserting unit may be used alone, 
Pring bookkeepers drafted to fold and stuff © with any PB folding machine. 
letters into envelopes—while office It speeds up mailings, cuts their cost, 
icket schedules are shot, work falls behind, ae tagengs Geruption - office eo puaiene 
er is overtime piles up, and department poled _ Pie smaaga og ree 
with. heads gripe? . . . Then the new paras Meir —_ iin 
‘dl Pitney-Bowes Model 3300-FH will The nearest Pitney-Bowes office will 
al be good news for you! be glad to give you all the details. Or 
” 514 The 3300-FH is a small, low-cost, send for free illustrated 
. but combined folding and inserting machine booklet and case studies. 
ently —that can fold and stuff into envelopes 
o be 500 single sheets in eight minutes. 
Additional enclosures are made by more Pe larger Model 3110 
nserting Machine, with 
runs through the machine. up to six Stations, stuffs as 
The 3300-FH was designed for the pyr ny hove esas 
small office. It handles letters, invoices, an hour. And can be 
| and statements, leaflets, cards, even stapled atacned 190 70 
be sheets. It can be set without tools in less ouliieg tau 
% ‘. 
‘ators e 
idual ag r PitNEY-BoweEs, INC. 
ona = PITN BY = B OWR S Folding 2965 Crosby St., Stamford, Conn. 
to a PB) Send free illustrated booklet and “case 
t one 7. « studies” on PB Folding and Inserting Machines 
“|= & Inserting Machines 
eo 1 
2 Sta & Name 
build 
Made by the originator of the postage meter... Address 
121 offices in the U.S. and Canada, with nationwide service coast to coast. 
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Concluding Installment 


HOW TO SET UP 
A GRIEVANCE-PROCEDURE 
IN A NON-UNION OFFICE 


by JOHN B. COYLE 


Labor and Industrial Relations Center, 
Michigan State University, 
East Lansing, Michigan 


The proper disposition of griev- 
ances is not the problem which is 
peculiar to the unorganized com- 
pany. Finding out what grievances 
exist and measuring the seriousness 
of them 7s its singular problem. 
‘This is a problem in an unorgan- 
ized group for basically two rea- 


sons: first is because of human 


nature, second, because of existing 


legislation. 

By his nature, the unorganized 
employee does not tend to express 
himself beyond his boss—and neither 
does the boss himself. He certainly 
does not tend to proceed to the sec- 
ond in command to complain about 
a decision of his immediate super- 
visor—and in many cases will not go 
beyond his boss or a minor staff of- 
ficial to object to some aspect of 
company policy. 


His supervisor, and the minor 
staff official, on the other hand, 


} simply do not encourage him to do 


SO. 

If we consider the mental make- 
up of the persons involved, this 
should not surprise us. Very few 


SYSTEM 


people in management are happy to 
learn of a grievance. It makes them 
uncomiortable, distracts them from 
their principal interest, and may 
even threaten their security if it 
goes beyond them. While many peo- 
ple in management refuse to admit 
this, most employees know it and 
will not risk the possible penalties 
of processing a grievance to the top 
management level. ‘These statements 
apply to management, professional, 
scientific, engineering, sales, serv- 
ice, and technical personnel, as well 
as to production and maintenance 
employees. 

If management attempts to over- 
come these human trailties by pro- 
viding a democratic system of 
employee representation, it is con 
fronted with existing legislation 
which substantially limits his free- 
dom to do so. 

The objective for management 
then is to design systems which will 
encourage all personnel, at all levels, 
to express their objections, fears, 
and frustrations, to the proper man- 
agement people, in an orderly man- 
ner, regularly, within the framework 


A system should encourage employees 
at all levels to voice their griev- 
ances in an orderly manner; to reach 
the top executive before concerted 
activity by any group takes place. 
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oW...try Ktmwipes. 


DISPOSABLE WIPERS 
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eT- Let us buy you your first box of Kimwipes! Try them and 

ro: see for yourself how many office clean-up jobs they can 

of do. See how they outperform cloths. Send coupon be- 

n- low for FREE samples! | 

a Smart office managers specify Kimwipes because x 
they’re economical; they clean better, faster; they wipe 

i out laundry bills, rag collecting, pilferage. And they're 

‘ll always handy in pop-up cartons or wall dispensers. 

‘ls, Use Kimwipes for the care and maintenance of all office 

Ts, machinery especially printing and duplicating equip- 

in ment. Kimwipes can be nk aa all satiate includ- PRODUCTS 

in- ing water, for cleaning multiliths, mimeographs, Ditto 

rk machines and the like. Try them too, for dusting, furni- 


ture polishing and general office housekeeping. 


Kimberly-Clark Corporation 
Dept. No. OM-30 

Neenah, Wisconsin 

(—) Please send me my FREE box of Kimwipes disposable wipers. 


(J) I would like to see a Comparison Demonstration. 


NAME 
FIRM NAME 
ADDRESS 
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ol existing legislation, so that gen- 
eral complaints can somehow rise to 
the top for executive attention be- 
fore concerted activity on the part of 
any group takes place. 

There are five basic plans which 
will help a management accomplish 
this objective. 

The fist) is something which 
might be labeled a “swingin’ door” 
policy. Probably the greatest reason 
for calling it that is to clearly dis- 
associate it from the conventional 
“open door” policy which has never 
produced anything worthwhile and 
is, at best, sloppy administration. 


This is the cornerstone of griey- 
ance administration in an unor- 
ganized company, and simply 
amounts to a personal policy of each 
supervisor in the company to ac- 
tively search tor grievances by keep- 
ing his ofhce door swinging—not just 
“open” tor those who are bold 
enough to enter—but swinging both 
ways so that he can easily get out of 
that ofhce—onto the floor—and bring 
in the grievances. 

This plan is the least expensive 
and most productive of any which 
have ever been devised because it is 
preventative and natural. It re- 


IBM type 407 or 
Addressograph electronic 
facsimile tape labels 


gummed or ungummed 
33-to-a-sheet labels 


roll strip labels 
of Continuous pack 
form labels 


cut labels 
Vs" % 24%)" to 3%" x 5” 


o 
Applies labels addressed from your punched cards, plates, stencils 
and other addressing systems. Even applies cut or individual labels! 
Trims costs by applying in excess of 14,000 labels per hour. Handles 


post cards, insertion cards, pamphlets, brochures . 


lopes .. 


.. all sizes of enve- 


. and lightweight booklets, magazines, catalogs and quarter- 


fold tabloids. Compact, too! And so simple that it can be operated by 


your own personnel. 


CHESHIRE 
INCORPORATED 


1644 N. Honore St. 


The Cheshire Model E. 
Write for 

descriptive brochure 
Dept. OM-3 

Chicago 22, Ill. 
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quires no formal training or specia| 
incentives — only the teaching and 
persuasiveness of good exariple 
from the next higher level of tian. 
agement. It has application among 
all personnel from vice-presiden's to 
janitors, from sales to engineering, 
It has special application among 
professional, executive, managerial, 
scientific, and sales groups because 
conventional grievance procedures 
and union methods are not generally 
acceptable to them. 

Where this policy exists at all 
levels, most grievances expressed at 
the bottom will tend to rise to the 
top for executive attention. 

The second method is the staff 
meeting. This is a plan which also 
has special value among manage. 
ment, sales, engineering, scientific 
and professional staff personnel, and 
will reveal grievances, if the meet- 
ings are small, regularly scheduled, 
and held in a leisurely climate. 
Grievances must be sincerely solic- 
ited, however, since the normal 
tendency at such meetings is to 
impress the boss and not to annoy 
him. Success or failure here does 
not lie in the tool itself, but rather 
in the skill of the artisan. If staff 
meetings are required at all levels in 
the organization, a process then 
exists through which most griev- 
ances, at any level, will find expres 
sion all the way to the top. 


Performance reviews 

The third plan is performance 
reviews. This constitutes an effective 
device for the disclosure of griev- 
ances, provided reviews are regu- 
larly scheduled at no more than 
six-month intervals, are clearly dis- 
associated from wage and salary 
administration, and are simple in 
form and procedure. This type of 
program is not a substitute for the 
“Swinging Door” policy of super 
visors—but rather complements it 
and catches many grievances which 
would not be otherwise expressed. 
The skill of the supervisor is, of 
course, the key to successful discov- 
ery of a grievance, and settlement is 
reached by actively representing 
one’s subordinate through organiza- 
tional channels to the proper man- 
agement official for final decision. 

The fourth system is the formal 
and published grievance _ process 
through which individuals may pro- 
ceed to the top level. Such systems 
will bring grievances to the top and 
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WON’T SLIP 


: Roytronic ; 


* _ ROVTYPE CLEAN mpunmee raren 


MANUFACTURER OF THE 
G OS NO 1 TYPEWRITER 
tee coueGuieim PORT CHESTER WY 


Let Mr. Roy Type show you how... 
one carbon paper solves three problems 


1. Slipping—eliminated by Roytronic’s non-slip coating For Free Sample, telephone Mr. Roy Type at the local 
...now you can make nine or more carbons without slip- Roytype office or send the coupon, with your company 
ing—even in fast acting electric typewriters. letterhead, to his home office. 
2. Curling—eliminated by Roytronic’s new plastic back- 
ing... stays straight and flat regardless of temperature ® carbon papers, ribbons, quality 
or humidity. Work goes faster and no copies are spoiled ROYTYPE supplies for all business machines 
by accidentally curled carbon paper. Products of Royal McBee Corporation, 
3. Smudging— eliminated by Roytronic’s new ink for- World’s Largest Manufacturer of Typewriters. 
mula containing imported Carnauba wax. No more 
“treeing,’”’ roller marks or other smudges. 

Mr. Roy Type invites you to try the one carbon 
paper that eliminates the three common carbon problems 
—ROYTRONIC®. 


did you know... 


that Roytype makes over 1,000 different kinds of 
typewriter and tabulator ribbons? To be sure you’re 


MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, c/o Royal McBee Corporation, 
Department N, Port Chester, New York 
0 Send me FREE samples of new ROYTRONIC Carbon Paper. 


0 Say, what’s this about Roytype Creamee, a hand lotion for 
office use? Please send information about it. 


using the right one for the kind of work you do, talk Your Name 
it over with the Royiype Representative who calls on 
you. He’s studied all office jobs thoroughly. His Firm Name 
eo 
knowledge can be a big help to you. Use it! re 
“THE BEST MAN TO DO BUSINESS WITH IS 
THE MAN WHO KNOWS HIS BUSINESS” City Zone State 
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. HORIZONTAL and VERTICAL | * 


™ TABULATING CARD GUIDES |' 
also POCKETS—FOLDERS—BINDERS | " 


USED IN ALL TYPES OF of 
AUTOMATED SYSTEMS 


ent 
une 
and 
Smead's complete selection of guides A COMPLETE LINE OF HIGH EST Qu ALITY per 
for indexing tabulating cards will | fl 
cover almost e i t. Ifa ee a ee H a ofts 

pie az pein a caula’ ta quantal I N D E Xx CG U I D E Ss 

j ( supply detailed  specifica- 


Sccammmanl tions and it can be tailor- 7 
a < ay: made for your customer. tha 


a ——— ~ a 


: 4 Available in plain tab, third-cut and fifth Double insertable celluloid tabs, third cut ler 
a See m cut, 7%" wide, 3%" high, % tab and fifth cut, 7%" wide, 3%" high, %" a 
Re: ay ers exposure. tab exposure. Pressboard stock. White ins 


serts included, col 


no Note — three materials: 
4 Bristol (.017) for tempo- ae 
az rary use; Gray press- fe 
Z board (.025) for long life under normal ae 
usage; Vulcanized Fibre (.020) for in- [iam : 
definite wearing quality under hard pe 7 
usage 4 : 


S 


Smead's Double 
Insertable 
(A Celluloid Tab 


Flat-angled 
\\ Insertable 
\ Celluloid Tab 


\\\ 


\\ Tape Folders / 


( 


Pin Feed Inserts be 
and Labels 


TA-151-25—25 division A to Z, flat metal TA-154-31—Daily 1 to 31 flat angled in- ti 
tabs, 7%" wide, 3%'' high. Pressboard sertable celluloid tabs, 73%%'' wide, 35%" th 


“i stock. Available in larger divisions. high, %"' tab exposure. Pressboard stock. 


f / y / / SELF-INDEXING CARD HOLDER ne 


rag = ff y) 4 ’ Provides clear vision and protection of Vi 
i > / O card. All Acetate (10 Point). Overall size ti 
x | 7%" x 3%". | 
Folders for Filing : SY / ae e' x 3% 

of Edge Punched Cards  S Wallets with 
and interpreted copy Acetate Windows 
PRESSBOARD BINDER covers ead can design and manufacture folders, pockets, | © 
WITH THIN PRONG FASTENERS, OF COMbination folders and pockets for filing punched b 
CLOTH HINGE. Wide range of tapes, tabulating cards, and associated documents. tl 
sizes. Choice of 5 colors. Em- ° oy: 

bossed title pone! ond title Sead offers the advantages of a wide range of facili- p 
label furnished. Prong fasten- ties in paper converting and can incorporate acetates Ww 
we norenalty nuked a. or vinyls to resist “bleeding” of oil from tape. See st 
tinuous and tabulating style your Smead Stationer and discuss your requirements it 
forms. with him. Vv 


WRITE FOR BROCHURE NO. TA-2 


« ‘mead MANUFACTURING COMPANY ¢ HASTINGS, MINNESOTA é 
oe: ” LOGAN, OHIO - CHICAGO, ILLINOIS - LOS ANGELES, CALIFORNIA 
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satisfy the needs which some groups 
have for such a procedure, provided 
that certain conditions are met. 
They are: 

|. An individual must be _per- 
mitted to bring another person of 
his choice with him to assist in the 
preparation of his grievance. Many 
employees do not have the training 
of a union steward in grievance pres- 
entation, and many are _ basically 
uneasy in the presence of second 
and third line management. Another 
person of their choice can help to 
offset this insecurity. 


2. There should be no more steps | 


than are absolutely necessary in get- 
ting to the top. If union contracts 
provide a maximum of three or four 
steps to the top of a multiplant cor- 
poration for a union employee, no 
more than this should be required 
of a non-union employee. This will 


insure promptness in reaching a | 


final decision, and thereby overcome 


one of the basic objections to the | 


lengthy procedures which have been 
established in many unorganized 
companies. 


3. Supervisors must be required | 
to consult their superiors and appro- | 
priate staff personnel on policy mat- | 


ters where any doubt exists in their 
minds with respect to the proper 
application of policy when griev- 


ances arise. At the same time, they | 


should be encouraged to independ- 
ently decide any questions which 


are within their scope of jurisdic- | 
tion, or clearly within the policy of | 
the company. If the first require- | 


ment is not established, there will 
be an unhealthy number of re- 


versals required. If the second is | 


not met, decision-making will rise 


to the top line and staff levels, and | 


virtually destroy the proper func- 
tion of supervision. 


4. Supervisors must be supported | 
by their superiors when they have | 


exercised basic operating judgment, 
but reversed by their superiors when 
they make an error in policy inter- 
pretation. While a reversal will al- 
Ways irritate and discourage some 


supervisors, a grievance procedure | 


in which there are never any re- 
versals, or at least compromises, 


soon becomes a farcical waste of | 


time for employees and manage- 
ment. 


which the grievance automatically 
(To Page 36) 
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5. There must be a time limit at 
each step of the procedure, after 


GRIPS AT A TOUCH of the finger—releaseg 


instantly, too. @Has 42” capaci- 
ty—yet holds even one sheet 
securely. No marring. No holes. 
@ The ideal work organizer. 

Hundreds of uses—work sheets 
a os % photos, catalogs, letters, shee 
ly m\ f “ music, blueprints. Genuin 


Kt pressboard—red, black, gre 
and green or blue. Letter, legal size 


ACCOGRIF 


NDEF 
Or write: ACCO PRODUCTS, ACCO PUNCHLESS 8! 


A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toron 
*TM pending 


ASK FOR ACCO’'s new booklet 
“TdeasThat Save Time and Space” 
—available free at office outfitters. 
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See what makes 

EAGLE MIRADO & VERITHIN 
the worlds largest-selling 
office pencils! 


FOLLOW THIS NUMBER THROUGH 


eee é 

my o run of Eagle pencils uses about 1.500 pounds of a special sraphite an i 

Pikes aie : has i { c en. } ‘ AY i must live up to i i 

- | nis ofp spe | durabi eit can go into 

: 

. a That’s why a quality control number like 
*. a. 6212 boldly marks the production ticket that 

i. initiates each lot. This ticket details every spe- 

’ : cification for that lot, including the precise pro- 

By 7 portion of graphite to clay and other ingredients | 
that will determine the exact grading of the — 
lead. As the ticket travels from foreman to fore- You see 6212 chalked on the Chaser whose } 

ey man, each man proudly chalks 6212 on his giant steel wheels break up the hard “cakes” 

Ei phase of the work. and work them to a thick black dough. 6212, ) 

hs again, scrawled on chalkboards to mark the 


dough’s passage through the Fore-Press that 
reworks and refines it, and the Billet-Press that 
compresses it into compact cylinders for extru- 
sion. More chalkboards signal the passage of 


Pebble Mills 


a, 
rr Extruder 
Sy? 16212 


Here’s the 6212 on the Pebble Mills that mix lot 6212 through the Pear — yon 


the graphiteandclay withwaterandgrindthem. —o¢ pressure forces the mixture through a tiny 


hole . . . extrudes a continuous black, round 
“shoestring’’. . . cuts it into 7-inch lengths .. . 
deposits the leads in a steady flow, on a moving 
belt. 

After drying in small ovens at 160 degrees, 
the leads are fired (in crucibles marked 6212) 


ey 


a ==. 


Filter Press 


| ” ii 


Batch 6212 now goes to the Filter Presses § Ve 


Electric Furnace 


that squeeze out the water, while a man 7 
scratches 6212 on every “cake” of graphite and \| So 
clay that comes out. at white heat in huge Electric Furnaces. Here, 
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precise time and temperature controls give 
Eagle leads their matchless strength! The 


Muu 


Lead Coater 


cooled leads are then given a C'oating exclusive 
to Eagle ““Chemi-Sealed” pencils. This provides 
a superb bond of the lead to the wood for max- 
imum point strength. 


Waxing Vats 


Next comes Waxing for smoothness. Leads 
are dipped in tanks of molten whale oil and 
other costly waxes blended in a special mixture 
for quality pencils like Mrrapo. Above each 
tank is a hand lettered sign, 6212. Finished 
leads roll to the Wood Department, where 
ingenious machines carve lead-size grooves in a 


Lead Layer 


cedar slat several pencils wide . . . lay leads 
in the grooves... apply glue... drop a second 
slat on top... press the two slats together into 
a “lead sandwich”. Locked up to dry, these are 


p 


marked 6212. Then Rounders slice the sand- 
wiches into single pencils. Sanders smooth 


Laquering Machine 


them, and the pencils are finished with 7 coats 
of costly Lacquers. 

At every step of the process, sample leads or 
pencils from lot 6212 go to Eagle’s research lab- 
oratory for test. Only after complete laboratory 
approval is lot 6212 permitted to continue. 


Tipper 


Now ... the final step... 4 complex Tipping 
machines apply Eagle’s distinctive, red-banded 
brass tip . . . insert and clinch the smooth pink 
eraser, and proudly stamp the name .. . Eagle 
Mrrapo. These machines give us one last chance 
to identify the controlled lot of 432,000 pencils. 
We’re watching Tipper No. 2. As each pencil 
is stamped Mrirapo on the front, another die 
neatly stamps on the back 2 6212. 


2 6212 


Five simple digits document the complete his- 
tory of these 432,000 pencils...and every single 
one receives a final individual hand inspection! 


' | 
I ives you that eve 


MIRADO 


EAGLE PENCIL COMPANY, HEADQUARTERS: DANBURY, CONNECTICUT 
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VERITHIN’ 


COLORED PENCILS 
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(From Page 33) 

passes to the next step, if not an- 
swered. This will overcome the in- 
ertia which usually exists among 
management personnel who are not 
under the threat of union pressure, 
and will provide the employee with 
at least as much assurance of prompt 
action as is provided under union 
contracts. 

6. The procedure must be pub- 
licized and employees must be en- 
couraged by their supervisors to 
use it. All of the publicity in the 
world, the pleadings of the indus- 
trial relations department, and the 
friendly invitations of major execu- 


tives during the orientation pro- 
gram, will not successfully prevail 
against the influence of the imme- 
diate supervisor in this matter. 
The grievance process has appli- 
cation among non-supervisory office 
and technical personnel, as well as 
production and maintenance. Its 
value is two-fold. First, it has 
psychological value because it says 
that management is interested 


enough in grievances of employees 
to provide a formal procedure. Sec- 
ondly, it 
ances. 
The fifth system is an employee 
system = in 


actually produces griev- 


representation which 


So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


ais. 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately 42 ream of 3”x5” 
to 11”x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automaticaily collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 


World's Leading Manufacturer of Collating Equipment 
Dept. E3, 100 Church Street, New York 7, New York 
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groups of employees elect someone 
to meet regularly with line manage- 
ment in a communication process 
through which management supple- 
ments the rest of its communication 
programs, and employees bring to 
the attention of management any 
questions, or requests, which any 
group of employees may have. The 
emphasis here is on communication, 
two-way communication. Any sem- 
blance of a one-way group grievance 
system through a pyramiding hier- 
archy of representation will expose 
a company to citation for an unfair 
labor practice since such systems 
have in the past been construed as 
attempts on the part of companies 
to thwart unionization. This is not 
a bargaining process, and this fact 
must be made clear at the outset. 
Should the employee spokesmen be 
led to believe that their function is 
similar to that of a union steward, 
they will only be disappointed when 
they are not treated as such. They 
cannot be treated as such because 
the law prohibits it. Should em- 
ployees be led to believe they have 
a pseudo-union, with bargaining 
strength, they will soon discover that 
they don’t, and in their disappoint- 
ment, may very well go out and get 
themselves a real one. 

The fundamentals 

The system finds special applica- 
tion among hourly rated, clerical 
and technical personnel who want 
some alternative to a union as a 
method of communicating with 
management. It enables manage- 
ment to keep its finger on the pulse 
of employee attitudes. It overcomes 
the hesitancy of individuals to ex- 
press themselves through an indi- 
vidual grievance procedure. It en- 
ables management to measure the 
extent to which dissatisfaction may 
exist among the employees. It can 
be operated within the framework 
of existing legislation. 

The success of such a plan, of 
course, depends upon adherence to 
fundamentals. Some of them are: 

1. There must be no participation 
by the company, in any way, in the 
conduct of elections. 

2. The function of elected spokes- 
men must be limited to presenting 
questions or requests. They must 
have no function of reporting back 
to their group. This is a manage- 
ment job. 

3. The method of response to 
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L. V. SCHNEEBERGER. 
Controller of the 
Gibson-Homans Co. 


“OUR NATIONAL SYSTEM simplified data processing and 
reduces reporting time by 10 to 14 days each month.” 


“Our C@alional Data Recording System 
returns 96% annually 


on our investment 


“Timely sales reports are extremely 
important. In years past, this phase 
of accounting has always been time 
consuming and laborious,” writes L. 
V. Schneeberger, Controller of the 
Gibson Homans Company. 

“At the same time, our other ac- 
counting functions were being per- 
formed with a high degree of 
efficiency on your Class 32 machines. 

“When the National Paper Tape 
Recorder was introduced, it became 
evident that this would be the solu- 
tion to our sales analysis problem. 
This ability to automatically regi- 


1? 


—The Gibson-Homans Company 
Cleveland, Ohio 


ment our sales data into paper tape 
has proven to be the solution to work 
simplification. Our National System 
simplified data processing and re- 
duces reporting time by 10 to 14 days 
each month. 

“The final proof of economy is that 
our National System with Tape Re- 
corder returns 96°; annually on our 
investment.” 


LH hh hp 


Controller of 
the Gibson-Homans Company 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES +» 76 YEARS OF HELPING BUSINESS SAVE MONEY 
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Punched paper tape is 
created automatically as a 
by-product of posting ac- 
counting records. 


rut 


etettarmrmeris 


Your local National represent- 
ative will be glad to show you 
this simple approach to effi- 
cient data processing. Phone 
him now— it could be the most 
profitable call you will make 
all vear. 


* TRADEMARK REG. U.S. PAT. OFF. 


tational’ 


VERSATILE DATA PROCESSING 
ADDING MACHINES + CASH REGISTERS 
ACCOUNTING MACHINES + NCR PAPER 
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...does writing jobs no other pencil can do! 


Venus research has developed an entirely new lead with an improved clay = 
and graphite structure. It not only outperforms any other pencil, it even Sa os 
does many writing jobs better than ball pens. Its unique qualities Sa——\= 
mean you need only the Venus 3500 with All-Purpose lead. Packed 100 fi 

or 50 to the box for compact storing, easier stock control, lower pencil 
inventory. Order the Venus 3500 All-Purpose from your stationer today. 


. 5 + a4} 
tei: fg ra At y 
‘ t —_ 2 
tae 4g / &B “— 
“yw iS 

DT ap eataalgg— 


BLACK as a soft-lead pencil. 
Until now, all hard leads write 
“light.” The Venus 3500 writes 
black, reads clear, erases clean 


STRONG as a hard-lead pencil 
Heavy writing pressure can’t 
break point. Result: less time 
lost sharpening, greater economy. 


REPRODUCES signatures, com- 
ments, with greater clarity in 
office copying machines than do 
most ball pens with special inks. 


vENus 3900) 


© 1960 VENUS PEN & PENCIL CORPORATION, LEWISBURG, TENN. 


CARBON COPIES. Extra point- 
strength ma as 
carbon copie a ball pen. 
And the original can be erased. 


many clear 


FREE! Ask your stationer for a sam- 
ple 3500, or write Dept. OF, Advertis- 
ing Department, Venus Pen & Pencil 
Corporation, Lewisburg, Tennessee. 
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questions raised by employee spokes. 
men must be through a wriiten 
memorandum on departmental }ul- 
letin boards addressed to all em- 
ployees. 

4. There must be staff direction 
from a top level position, and close 
coordination of the program 
throughout all departments. 

5. Line management, rather than 
the personnel staff, must play the 
principal role in the conduct of the 
program. 

6. There must be a continual flow 
of information downward through 
the system, at the initiative of man- 
agement, and well beyond what may 
be specifically requested by em- 
ployee spokesmen. Otherwise, the 
meetings will degenerate into gripe 
sessions and the system will lose its 
most important feature — two-way 
communication. 

7. There must be prompt and 
friendly responses made to all ap- 
propriate inquiries. While there can 
be no fixed definition of what is 
and what is not appropriate for dis- 
cussions at these meetings, certainly 
any question of company policy, ob- 
jectives, plans, and other subjects 
which companies regularly discuss 
with union officials could hardly be 
considered inappropriate for discus- 
sion with unorganized personnel. 


Negative thinking doesn’t pay 

While there are many details of 
organization and administration 
which must be developed in each 
company, these are the essential fea- 
tures of a successful plan of group 
representation. 

If any company wants to adopt 
any form of these plans for non- 
union groups, probably the greatest 
decision it will make will be the 
objective of the program which is 
established. If the only purpose in 
establishing a communication sys- 
tem and grievance program for un- 
organized personnel is to keep them 
unorganized, it will probably fail. 
Negative thinking has never paid off 
in any field of management, and 
there is no reason to believe that it 
will pay off in employee relations. 
On the other hand, if the purpose is 
to grasp every opportunity for bet- 
ter management, and greater profit 
through effective communications 
and proper administration of griev- 
ances—it will probably succeed. 

The key—once again is—manage- 
ment interest. 


OFFICE MANAGEMENT 
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The Remington Statesman® 
proportional-spacing 
electric typewriter 


The search for the finest typewritten 
correspondence ends with the REMINGTON 
STATESMAN. For here is an electric 
proportional-spacing typewriter of such 
printing quality and precision manufacture 
that your every letter /oo/s important... 

is important. The SraresMAN turns out 
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proportionally-spaced correspondence as 


crisp and representative as your calling card. 


Ask your Remington Rand representative 
for a demonstration of the twenty 
exclusive features that make the 
REMINGTON STATESMAN the world’s 
finest proportional-spacing typewriter. 


N OF SPERRY RAND CORPORATION 
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AMA TO STRESS 


THE “HOW’S”’ OF IDP 


¢ 


Conference in New York will consider ways to integrate data 
processing into total systems — and how to do it at less cost 


“New Dimensions in Data Proc- 
essing” will be the theme of the 
American Management Association's 
Sixth Annual Data Processing Con- 
ference to be held at the Statler- 
Hilton Hotel in New York, Feb- 
ruary 29 through March 2. 

A tull range of data processing 
methods — manual, semi-automatic, 
and automatic — which process the 
flow of documents and information 
vital to every-day business will be 
explored at the three-day meeting. 

The conference will also, for the 
first time, emphasize How to inte- 
grate methods and equipment into 
a total company system for collect- 
ing and handling information; it 
will explain the techniques of op- 
erating a coordinated data process- 
ing system which will produce the 
best results at the lowest cost. 

Some of the topics to be discussed 


are: data processing as a major aid 
in decision-making; more effective 
means of “capturing” much needed 
data; photographic data processing 
methods; controlling plant opera- 
tions with data processing tech- 
niques; and selecting and changing 
systems to meet new requirements. 
Case histories will be examined to 
show how companies have developed 
and improved their information 
handling and storage services, and 
how they manage to spot and avoid 
trouble areas. One significant case 
history to be presented is that ol 
the Chrysler Corp. Four of Chrysler’s 
data processing executives will de- 
scribe the corporation’s approach to 
the management and technical 
problems which arose when the 
company decided on a major re- 
arrangement of its information proc- 
essing facilities. They will explain 


SCHEDULE OF EVENTS 


MONDAY 


MORNING—CONFERENCE OPENING 
Data Processing: What is it Today? How 
Should You Look at it? 

Milton M. Stone, Director—Data Pro- 
cessing and Management Information 
Systems Group, Arthur D. Little, Inc.. 
Cambridge, Mass. 


AFTERNOON — ADVANCES IN DATA 
PROCESSING TECHNOLOGY 
More Effective Means of “Capturing” 
the Data You Must Have 
Robert J. O’Keefe, Assistant Vice- 
President — The Chase Manhattan 
Bank, New York, N. Y. 


Moving Data From Place to Place—The 
Communications Problem 
Frank H. Muns, Director—Data Pro- 
cessing & Procedures, Westinghouse 
Electric Corp., Pittsburgh, Pa. 


TUESDAY 
MORNING—CASE STUDY 
Chrysler Integrates Volume Data Pro- 
cessing and Assumes the Forward Look 


Gomer H. Redmond, Manager — Corp. , 


Systems & Procedures, Chrysler Corp.., 
Detroit, Michigan—Robert L.. Anderson, 
*Supervisor—Corp. Systems Development 
& Procedures Documentation — Chrysle 
Corp., Detroit, Mich.—P. Russ McCrae, 
\ssistant Manager—Corp. Systems & Pro- 
cedures—Chrysler Corp., Detroit, Mich.— 
David A. Woellner, Assistant Manager— 
Corporation Systems & Procedures. 
Chrysler Corp., Detroit, Michigan 
LUNCHEON 
What Does Top Management Really 
Want of Data Processing? 
Gerald L. Phillippe, Comptroller— Gen- 
eral Electric Co.. New York, N.Y. 
AFTERNOON — EXHIBIT OF DATA 
PROCESSING EQUIPMENT 


WEDNESDAY 
MORNING—THE COMPUTER MOVES 
INTO THE AREA OF CONTROL 

Computer Control of Order Picking— 
Walter D. Leach, Head — Production 
Planning Department, The William 
Carter Co., Needham Heights, Mass. 

On-line Computer Control of Individual 
Clerical Activity — Paul W. Wield, As 
sistant Manager—Methods & Procedures, 


Shell Oil Co., New York, N. Y. 

On-line Computer Control of a Chemi- 
cal Process—James M. Madigan, Devel- 
opment Scientist—B. F. Goodrich Co., 
Development Center, Avon Lake, Ohio 


AFTERNOON 


Managing, Measuring and Controlling 
Data Processing Activity: A Panel Dis- 
cussion 
Kenneth L. Austin, President, Mathema- 
tical Engineering Associates, Grapevine, 
lex.; Robert B. Durry, Vice-President & 
Comptroller, Southern Railway System, 
Washington, D. C.; Robert J. Baxter, 
Electronics Coordinator, Gulf Oil Corp., 
Pittsburgh, Pa.; Roger Nicholls, Secre- 
tary, Data Processing Dept., Travelers 
Insurance Co., Hartford, Conn. 

DATA PROCESSING AS A MAJOR AID 

IN BUSINESS DECISION-MAKING 
The Investigation of System Deficiencies 
—Donald M. Hart, Manager—Operations 
Research, Moore Business Forms, Inc. 
Niagara Falls, N. Y. 
Making Maximum Use of the Data You 
Process — Kenneth J. Soderstrom, Statt 
Assistant, Manufacturing Corn Products 
Co., Summit, Tl. 
Economic Analysis Through Computer 
Simulation—James E. McGuire, Assistant 
Comptroller, Pan American World Air- 
ways, Inc., New York, N. Y. 
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Your offset duplicator gives really fast production with ATLANTIC 
OFFSET. No wonder! Uniform surface, balanced moisture content and even 


bulk provide trouble-free feeding and superb ink receptivity. For extra EXCLUSIVE E-Z START 


attention, use Suede Finish ATLANTIC PASTEL OFFSET in one of six REAM OPENER 
handsome colors. For unusual brilliance and minimum show-through, spe- Just pull the tab to open. 
cify the all-new brightest-white ATLANTIC OPAQUE. All three grades are res pote agrhomen — 
available in standard office sizes. Ask your Eastern Franchised Merchant and temper too. 


for samples. Or write us direct. 


you're always right with 


EASTERN FINE PAPER AND PULP DIVISION « STANDARD PACKAGING CORPORATION « BANGOR, MAINE 
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how decisions were reached to use 
IBM 702, IBM 709, and UNIVAC 
computers, how a pre-data process- 
ing systems analysis was made, and 
how they developed an orderly 
approach to corporate policy and 
procedures documentation. 
Another case history study will be 
devoted to the B. F. Goodrich Co.'s 
installation of an RW = 5300 digital 
computer to control two chemical 
processes at its Calvert City, Ky., 
plant. This is said to be the first 
operational digital computer de- 
signed specifically to accept process 
information and initiate appropri- 
ate control action based on contin- 
uous data analysis. Mr. James M. 
Madigan, development scientist for 


Goodrich will thoroughly describe 
the system and illustrate how it 
maintains control of the process. 
The conference will also cover 
an investigation of system deficien- 
cies. Moore Business Forms, for 
instance, used several different data 
processing systems (Burroughs 205, 
IBM 650, and UNIVAC 1), in an 
effort to determine the various rea- 
sons for delays in order processing. 
The techniques of data analysis and 
data processing which were com- 
bined to improve the productivity of 
the press room and the clerical 
efhciency of the order-handling 
function will be described in detail. 
On the afternoon of Wednesday, 
March 2, there will be a panel dis- 
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Times 
change... 


and office 
supplies 
change 
with them 


There was a time when office management jad to be satisfied with so-so 
Carbon papers—there was no other available. But progressive carbon paper 
manufacturers—like Kee Lox—changed all.that with such improvements as 
coated backs, varied weights and finishes, sharper and cleaner writes, longer 
wear, stronger tissues. Today all good carbon papers have these features. 

Yet there’s one—and only one—carbon paper that offers much more—and 
that is Grip-N-Pull by Kee Lox. For added to what all the others offer, Grip- 
N-Pull provides also (1) Automatic alignment—making it easier and faster to 
prepare the manifold set for the typewriter, no matter how many copies. . . 
especially helpful in legal size. (2) Automatic rotation—carbon paper rotates 
with every make-ready of the manifold set. This means longer wear, uniform 
copies. (3) Automatic warning of last typing lines—and what a boon this is, 
even to long experienced operators. 

Grip-N-Pull is also extremely clean to handle. So, in Grip-N-Pull you have 
a carbon paper that is not only up to but ahead of the times. That’s why en- 
lightened modern management sees in Grip-N-Pull a way to greater office 
economy,* more efficiency, and a means of making office work easier and more 
pleasant. Write for free samples on company letterhead. 


KEE 


*Grip-N-Pull costs no more than ordinary good carbon. 


ox MANUFACTURING COMPANY 
Dept. OM -30, Rochester 1, New York 


“Our Sixtieth Year of Good Impressions” 
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cussion on the managing, measuring, 
and controlling of data processing 
activity. Four well-informed execu- 
tives will discuss and answer ques- 
tions from conference  registranis 
concerning the administration and 
direction of corporate data process- 
ing systems. This session will offer 
listeners an excellent opportunity 
to glean expert information on 
matters of vital management con- 
cern such as staffing problems, in- 
ternal organization, planning and 
estimating, work measurement, qual- 
ity control, internal communica- 
tions, and top management evalu- 
ation. In order to make this panel 
discussion even more educational, 
registrants have been invited to 
submit questions for panel consider- 
ation to AMA’s Finance Division 
before the meeting, or in question 
boxes at the conference. 


The exhibitors 


The afternoon of Tuesday, March 
1, will be devoted to an exhibit of 
data processing equipment where 
the very latest developments in the 
field will be on display. Among the 
companies exhibiting are: Address- 
ograph-Multigraph Corp.; American 
Electronics; American Telephone & 
Telegraph Co., Long Lines; Bendix- 
Aviation Corp., Computer Division; 
Minneapolis- Honeywell Regulator 
Co., Datamatic Division: Diebold, 
Inc.; Burroughs Corp., ElectroData 
Division; Farrington Manufacturing 
Co.; International Business Ma- 
chines Corp.; Monroe Calculating 
Machine Co.: The National Cash 
Register Co.; New York Telephone 
Co.; RCA Electronic Data Process- 
ing Div.; Remington Rand Division 
of Sperry Rand Corp.; Royal Me- 
Bee Corp.; Stromberg Time Corp., 
and Tab Products Co. 


Ad 
AN 


OFFICE MANAGEMENT 


i” 
Pat 
* 
‘We 
+ 
bled 
* 0 a ee ee a 
ae a — 
. 3 ~ | 
lly ; af d 
. a Kou 
| ——e AS *. 
i Ai ye” 
ar <( | 
ies a | 
me ! 1 | 
ay "ae | 
ee yo ¥5) | 
bc. ; on 
a oF —Pe, — aT 
- | 
q . j 
ie | 
| | a 
a | V 2. 
sae i 
3 | : Br 
ie Py | a | ae 
3 . EE 
A _— : 
ee A es 1: , Fae F i: amet 7 ie eg , a. 
ae es, | — 2 Pa ae 
a i" : a a A a a — es 3 
af a a : oe eee 


ENT 


“LIST SELECTIO 


ION.. a 
and ADDRESSING FLEXIBILITY 


: action of the Cost = J 
ox ‘You'd Expect to Pay — 


SCRIPTOMATIC MODEL 10-S 
ADDRESSING MACHINE “ 


Designed to bring automatic list handling and 

addressing selectivity within reach of every 

mailing list user. Dependable electronic sensing * J 
feature permits the Scriptomatic Model 10-S \ 
to selectively address and count simultaneously \ 
without disturbing file sequence. This is a big 

order for moderately priced addressing equip- 

ment, but you get all this and more in the 
Scriptomatic Model 10-S! 


BIG Savings...at No Sacrifice | 


in the Jobs You Want to Do! 


The Scriptomatic Addressing and Data Writing System represents | 
the “perfect marriage’ of punched card records and addressing 
equipment. The Model 10-S simply reads the notched edges of 
any card and prints from it or skips it according to program. 
Masters are made easily by any typist and electric typewriter in a 
fraction of the time required to make stencils or plates. Dollar 
savings are as drastic as the cost of paper versus metal, with 
extra bonuses in lower labor requirements and up to 75% less 
filing space. 


| 
| 
| 
Some Scriptomatic users have saved enough to pay for the system | 
installation in the first year. Naturally, they are “‘heroes”’ in their 
companies and you can be, too! Write today to Scriptomatic, Inc., | 
1111 Vine Street, Philadelphia 7, Pa., for detailed literature and | 
the name of your nearest Scriptomatic representative. Chances | 
are, we have some specific Scriptomatic case histories in your field. 


more completely auto- Speed Tape Lister. Full dresser 
matic. Full punch card punch card field 
field reading reading 


Modern Addressing — Data Writing Machines and Methods 
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Model 101—Larger, Model 301—High Model 4—Hand Ad- 


WHAT IS 
SCRIPTOMATIC ? 


A refinement of the chemical 
transfer process, by which the 
data to be reproduced is im- 
printed on the reverse side of the 
card master as it is being typed. 
Precise fluid and pressure con- 
trols on Scriptomatic Address- 
ing Machines insure high quality 
legibility and long life for the 
masters; up to 200 or more 
impressions, the equivalent of 
many years of normal list usage. 
Masters become an _ integral 
part of any card filing system 
and fit right in with any card 
handling equipment. 


Equipment 


Scriptomatic Master Scriptomatic 
Cord Writer 
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AUTOMATION <> IN THE OFFICE 


Z, 


® Computer ‘“‘Mothers’”’ Other Computers 


® State Unemployment Employs Solid State 


Scientists and engineers of Min- 
neapolis Honeywell's Datamatic Di- 
vision are now being assisted in the 
manufacture of the new Honeywell 
800 by another electronic data proc- 
essing system, the Datamatic 1000. 
\ccording to the company, the 


okt} 


Pp 


Datamatic 1000 is being used as a 
tool to design, engineer, and direct 
the manufacture of the solid state 
Honeywell 800. As many as 10,000 
electrical circuit drawings required 
in the normal manufacturing proc- 
ess can now be translated into 


: @e66e 
eee eae eee 4 
| eeeeeCOeee eee 
SOGCCOQOOO eces 

eeecor” ~* 


symbolic language and tables for 
storage in the “mother” computer. 

Walter W. Finke, president of the 
Datamatic Division, estimated that 
at least six months of elapsed time 
—from original conception through 
the design and testing of a proto 
type—is being saved through the use 
of the Datamatic 1000. Instead of 
tracing visually over diagrams to 
determine the accuracy of each cit 
cuit, Honeywell engineers now fix 
the point of origin for each of 
60,000 wires, the route it takes to a 
destination, and the correct posi- 
tioning of its terminal, by using 
computer methods. 


Time-saving accuracy 

Congestion in the machine's in 
ternal organization can be located 
in a few hours with accuracy 
hitherto unobtainable, Honeywell 
ofhcials reported. A last minute 
change in the computer design can 
be traced through the system in as 
few as 12 hours, officials said, whereas 
checking such a design change with 
previous methods would have taken 
weeks and even months. The count- 
less hours consumed in measuring 
the accuracy and split-second timing 
of thousands of electronic signals 
moving through a computer will 
also be shortened, they added. 

Another area where the computer 
reportedly makes a major contri- 
bution is in the correction of errors. 
Because it is now possible to pre- 
test logical and circuit designs belore 
actual computer construction, the 
costly period of running down er- 
rors is almost eliminated, officials 
said, 


The company also announced 


A draftsman is surrounded by a small portion of the 10,000 electrical circuit drawings 
previously used in the design and manufacture of the Honeywell 800 computer. The 
drawings have been replaced by lists of tables and symbols which are stored on mag- 
netic tapes for production application through another computer, the Datamatic 1000. 


that first deliveries of the Honey- 
well 800 are scheduled tor October. 
(To Page 49) 
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Only Hammermil| 


Graphicopy | 


Papers come 


« | in this sturdy, 


= re-usable 


we | carton 


cil 
fix 
of 
Oa i 
OsI- 
ing | 
' 
| 
- | You'll find a score of uses for the unique Hammermill P 
aed Graphicopy Paper carton. This carton is designed to : 
wr be used again and again. It is extra strong—yet it opens ‘ | 
ios easily without ripping the carton or tearing your finger- r 
niles nails. Just pull the top to open and tuck it in again to : 
ar close. The carton is perfect for deliveries, for filing and 
eas for storage. You'll like its convenience in use and re-use. 
ith 
ken 
Int- 
ing 
ing 
vals 
vill 
iter 
tri- 
Ors. 
re 
ore 
the 
er- 
ials 
Graphicopy Papers include 275 items in 19 Here’s the big reason for buying Hammermill 
‘ail different grades. Each has its own number to Graphicopy Papers! They're made right to run 
= simplify ordering. With the handy Graphicopy _ right on your office equipment. Get your “Paper 
1ey- “Paper Selection Guide” you're sure of getting Selection Guide” now. Ask your Hammermill 
oan just the right paper you need for all of your supplier or write Hammermill Paper Company. 
printing, duplicating and general office use. 1471 East Lake Road, Erie, Pennsylvania. 
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Perfect for hand application, new Diamond Mail Aid@ 
labels are designed especially for low-cost automatic 
application by Eureka’s Mail Aid Applicator. 


These labels contain all the important features that 
have made the Mail Aid line the finest available. 
With the added feature of diamond perforations, you 
can change from manual to automatic application at 
your convenience. 


The Mail Aid Applicator is capable of addressing 
mailing matter of a wide variety of stock ranging 
from post card thickness to 44” and up to 12” in 
width. Up to 13,000 pieces can be labeled in an hour. 


Your stationer soon will have regular numbers of Dupli-Stickers@, Dupli-Snape, and Dupli-Quike 
labels with diamond perforations. Remember — even if you plan to continue manual application 
— Diamond Mail Aid labels are your best buy. 


EUREKA SPECIALTY PRINTING CO. 530 Electric Street ¢ Scranton 9, Pa. 


DUPLI-STICKERS, DUPLI-GUIK, DUPLI-SNAP ARE REGISTERED TRADEMARKS tAAIL AID 0 BBB ARE REGISTERED TRADEMARKS |* S PAT 


. am 
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The revolution in dictation starts with Stenorette’ 


~ Fully Transistorized bienorelily with either dicteting or a 4998 Per 


Junk costly cylinders—and one-shot belts and discs 


One re-usable Stenorette Tape outlasts thousands of these relics 


Why put up with time-consuming dictating 
methods? Talk on tape—the modern way 
—with a Stenorette-T. 


Stenorette-T is fully transistorized for 
instant use—the fastest, easiest machine 
you can use. No frantic fingering. No 
embarrassing mistakes. One-button 
“mike-center” control lets you dictate, 
backspace, review . . . and, if you say it 
wrong, erase as you say it again right! 


Your secretary transcribes faster too. 
No pre-listening for errors. There are none. 
She types it right the first time. Automatic 
Voice Control gives her uniform play-back 
at all times. No sudden shouts or whispers! 


You get big mileage out of Stenorette 
magnetic tape. Each reel or magazine gives 
you up to 45 minutes of continuous dic- 
tation...and you use it over and over again. 


And, remember, a complete Stenorette 
system—fully coordinated for both dic- 
tating and transcribing with desk models 
for your office, portables in the field— 
costs you half that of other systems. 


No other machine compares in cost, 
quality or features. Ask for a revealing 
15-minute demonstration (and free trial 
in your own Office) . . . the quickest way to 
learn all the facts about the revolution in 
dictation that starts with a Stenorette. 


bell’ Stenorette’ 


—Mmore Dejur-Grundig Stenorettes are sold in the United States than all other magnetic dictating machines combined. 


MARCH 1960 


Stenorette* 


Battery-powered 
Portable. Fully tran- 
sistorized. 45 min. reel. 
Fully compatible with 
desk-model Stenorette. § 


COMPANION. 


Only “ow 199 a 


DeJUR-AMSCO Corporation, Business Equipment Div. 


Northern Bivd. at 45th St., Long Island City 1, N. Y. 


O 


* Have your representative call for a demonstration oO 
on” 
S Nome Title 

Company 


City Zone 
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This tape that does jobs by the score 
Today costs less than ever before ! 


REG. U.S. PAT. OFF. 


SCOTCH BRAND 
Cellophane Tape 


You can seal six bulky envelopes—prevent their popping open—for less than a penny with 
“SCOTCH BRAND” Cellophane Tape. For dozens of office jobs, your biggest penny’s worth is 
““SCOTCH’’ BRAND Cellophane Tape. See your supplier now. 


Write for free 28-page booklet describing ‘“‘ScoTcH’’ BRAND tapes for office use. Address: 
Nancy, Dept. CB N-30, 3M Company, St. Paul 6, Minn. 


“SCOTCH” BRAND Tapes are a girl’s best friend! 


“SCOTCH" isa registered trademark of 3M Co. 

Miienesora Jffinine anno ]fanuracturince company 
~ 

+++ WHERE RESEARCH IS THE KEY TO TOMORROW peer ZZ 
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AUTOMATION IN THE OFFICE 


State employment director points to model of computor. 


New York agency contracts for IBM 7070 


The Division of Employment ot 
the New York State Labor Depart- 
ment has signed a contract for the 
rental of a data processing sys- 
tem, Alfred L. Green, executive 
director of the division, recently 
announced. The transistorized IBM 
7070 system is expected to automate 
a large portion of operations in the 
division's Unemployment Bureau 
which has faced a 33 per cent rise in 
workload since January. The bureau 
now handles the accounts of 400,000 
emplovers, the announcement said. 

Mr. Green explained that a yearly 
saving of $750,000 is expected dur- 
ing full scale operation of the sys- 


With the introduction of Gates 
Acoustical Cabinets into today’s 
modern offices the disturbance pre- 
viously caused by Office Machine 
noise can be completely eliminated. 
Acoustical cabinets increase the 
efficiency and comfort of Office 
Personnel by providing them with 
a noise-free office. Your office will 
seem “kitten quiet’ once you have 
installed these amazing Acoustical 
Cabinets. 


tem. Approximately 40 per cent of 
the savings would be a result of 
reduced costs in space rental and 
office machinery, the official said. 
Not more than 12 employees will 
be needed to operate the new sys- 
tem, it was reported. Consequently, 
the division expects to train and 
transfer 134 permanent employees 
to other jobs without a reduction in 
pay. “We hope and expect,” Mr. 
Green said, “that satisfactory re- 
assignment for all permanent em- 
ployees will be possible.” The IBM 
system is scheduled for installation 
at the agency’s headquarters in 
Albany by January 1961. 


ri 
Write for details. Give machines, makes, models you use and measurements. 


ceSVACOUSTINET. INC. 


727 SPAULDING YATES BLDG., SHERIDAN DR. * TONAWANDA, N. Y 
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Erase 


the Word 


NOT 
The Paper 


SEA FOALN & 
BORD 


| 


SEA FOAM BOND... 


America’s quality second 
sheet let’s you route copies 
that are neat, flat and read- 
able. No holes, no erasure 
smudges, no illegible words. 


Pee CEL Stet a tat etd 


Next time you order second 
sheets, specify stout-hearted 


SEA FOAM BOND. 


AS 


22/4, 7 


Write for SEA FOAM sample pack- 
et, today. Dept. OM-360. 


BROWNVILLE 


PAPER COMPANY 
BROWNVILLE, NEW YORK 
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COPYING AND DUPLICATING EQUIPMENT 


Thermography: MMM1’s “Courier” unit. 


’ Per AS 
ree bw 


Facsimile: new Gestetner machine. 


by Mary D. Lyons 


IY HAS long been known that 
repetitive, routine work is dull, 
demoralizing, and, some might savy, 
downright insulting to human in- 
telligence—and since the beginning 
of time (and money), both man 
and management have sought the 
means to overcome it. 

Unhappily, the greatest single 
activity in any office is repetitive 
work. Yet the most eflective weap- 
ons against this clerical drudgery 
are copying and duplicating ma- 
chines. 

Such equipment was not always 
considered essential to good office 
functioning. In fact, not too long 
ago, the copying operations, which 
also involve checking, double- 
checking, rewriting, correcting, and 
cross-referencing, were accepted by 
machineless office employees as de- 
pressing, yet necessary chores—a 
kind of fate indigenous to their 
clerical careers. 

Today, however, any competent 
typist or clerical worker can con- 
fidently sneer at the copier- and/or 
duplicator-less office. For in spite 
of higher clerical salaries, new 
fringe benefits, and shorter work- 
ing hours, good office workers are 
suill scarce, and they can afford to 
be particular or even demanding 
about their office facilities. 

The need for copies is becoming 
more and more intense (though it 
is by no means a new need. As far 
back as four thousand years ago, 
Babylonian secretaries were making 
duplicate copies by pressing a hard 
clay roller with raised letters into 
a soft clay tablet). However, with 
the advent of big and bigger busi- 
ness, the Twentieth Century has 
seen duplicating and copying ma- 
chines rapidly become almost in- 
dispensable items of industry—for 
copies form the network of com- 
munications through which busi- 
ness obtains the facts upon which 


decisions are made and actions are 
taken. 

A tremendous increase in office 
operations has been brought about, 
too, by paperwork—still business’ 
biggest bugaboo. Today, govern- 
ments require far more reports 
from management than ever before, 


and new taxes, social benefits, and 


reports have placed additional 
burdens on employers. Business 
men have found that they need 
more records to plan and control 
their activities on today’s grand 
scale of operations, and improved 
manufacturing methods, although 
they have increased the output of 
industry, have also added to the 
paperwork load. Copying and du- 
plicating machines have done much 
to control and channel this paper- 
work problem. However, if used 
unwisely, the copier and the du- 
plicator may create their own 
dilemma. 


The joy of duplicating 


For instance, when a new dupli- 
cating machine is installed in an 
office, the office manager may be- 
come so enchanted with the new 
acquisition that he will delightedly 
send thousands of unnecessary 
memos throughout the company— 
or even the country, thereby caus- 
ing a good deal of distress and con- 
fusion. Jt is important that the 
fundamental reasons for the pur- 
chase of the machine and_ the 
hoped-for results of same always 
be considered, so that one never 
becomes solely obsessed by the pure 
joy of duplicating. The machine's 
function, after all, is mot to pro- 
duce mountains of meaningless 
paperwork. 

There are about a dozen distinct 
processes which can be used for 
copying or duplicating exclusive of 


(Continued on Page 54) 
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Now your department 
can have 
its own photocopier 


for only 59950 


Manufacturer's suggested retail price subject to change without notice. 
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Cut paperwork costs in every department with 
this all-new copying machine. The price is so 


low it will pay for itself in half the time you it eee 
would expect! 1h: ? 
Put this smooth-working photocopier in pur- 
chasing, production, accounting, receiving— Fe 
every department. Eliminate embarrassing i oe 
errors; step up overall efficiency. Instead of i a 
costly, time-consuming typewriting and hand- + ' 
writing, make photo-exact permanent photo- t 5 
copies . . . in seconds. . . for pennies! aM 
The Model 101 copies any document— a 
printed, written, drawn, duplicated. ..carbons, # 
2-sided originals, transparencies, blueprints, # 


photostats, diazo prints. Makes multi-copies. 
Makes copies on any one of 6 different colored 
positive papers. | 
- Check the price again—only $99.50—then Uy 
call your A. B. Dick Company distributor (list- 
ed in the Yellow Pages) for information or a 
free demonstration. Or mail the coupon today! 


FS A:B-DICK 
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(From Page 50) 
such methods as ordinary carbon 
paper, automatic typing, conven- 
tional printing methods, microfilm 
reproduction, or the output of in- 
tegrated data processing. 

Copying equipment is used to 
make copies of existing material 
without normally requiring the 
preparation of some intermediate, 
such as master or stencil. Such 
equipment is essentially designed 
for making relatively few copies 
of any one original. 

Duplicating equipment is in- 
tended to make long runs at high 
speed, and at low cost per copy. In 
practice, each of the duplicating 
processes requires an intermediate, 
such as a master, stencil, or set 
type. 

The pages that follow describe 
the various processes. 

Any prices given here represent 
the latest information available 
from the manufacturer. Since they 
are due to change at any time and 
without notice, it is advisable to 
confirm specific information with 
the manulacturer’s representative or 
an office equipment dealer. 


The copying processes 
Photocopying 
Photocopying is a copying tech- 
nique based on the fundamentals 
of photography. Initially a dark- 
room procedure, it has been de- 
veloped into a greatly simplified, 
lighted-room process which any nor- 
mal office emplovee can operate. 
Although photocopying — tech- 
niques do vary, they all belong to 
the same basic category — photog- 
raphy —and_ this is what distin- 
guishes them from xerography, 
diazo, or thermography. Yet all 
photocopying techniques employ a 
mechanical arrangement in which 
copies are made through direct con- 
tact with sensitized materials, as 
opposed to the use of a camera. 
One of the most common tech- 
niques is the “transfer’” method, in 
which the original material is placed 
face to face with the sensitized sheet 
which will become the negative. 
Original and sensitized sheets are 
exposed to light in a “printer,” or 
in the “printing” slot of a combina- 


Model 101 photocopier is newly offered by the A. B. Dick Co. 


tion machine. Light passes through 
the copy sheet to the original where 
the dark areas (lines and _ letters) 
absorb it, and the lighter areas re- 
flect: it. 

This reflected light manages to 
produce a reaction in the light- 
sensitive coating of the copy sheet. 
altering it chemically so that it 
turns dark when developed. 

Because copying Cameras use truce 
photographic procedures, the origi- 
nal must be exposed, and the final 
print must be developed, fixed, and 
washed. Many photocopiers are 
equipped with a drying section so 
that copies, which otherwise would 
have to dry for hours, will emerge 
in immediately workable condition. 

Copies may also be equipped with 
a prism arrangement, to provide a 
negative which reads from left to 
right. If a black-on-white copy is 
desired, it can be obtained either 
by processing the negative as a new 
original or by using materials that 
will produce black-on-white — posi- 
lives in one step. 

Photocopy equipment, no matter 
which method is used, is generally 
available in the form of separate 
printers, separate processors, or 
combination models. Combination 
models are usually of the continu- 
ous-flow type, and cannot copy from 
bound volumes. Many companies, 
however, offer flat-bed printers 
which can copy either flat or bound 
material. 

Photocopying produces exact 
copies of the original, and is sensi- 
tive to a wide range of colors. While 


Anken Chemical’s Model P9 processor. 


It is important to recog- 
nize the differences among 
the various copying process- 
es. Many individuals refer 
to almost all copying pro- 
cesses indiscriminately as 
“photocopying.” Such a des- 
ignation is not only inac- 
curate, but—more import- 
ant — it indicates that the 
special opportunities offer- 
ed by each process are not 
clearly understood. 
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Nord’s Nord-a-matic processor. 


most photocopy paper is white, it 
is possible to obtain it in other 
colors for color coding and other 
uses. 

Copies may also be made on film 
or on translucent materials; some 
ofice photocopying machines can 
also make offset: masters. 

Chemical compounds which are 
designed to extend the photocopy 
method to situations where multiple 
copies are needed, at less than pro- 
hibitive prices, have recently been 
developed. 

The photocopy technique is as 
yet not appropriate for long runs 
or the production of a great number 
of inexpensive copies; but the 
process, noted for its ability to pro- 
duce exact copies of good quality 
is now suitable for use in instances 
where perhaps 15, 25, or even more 
copies are desired. 

Different types of photocopiers 
each have their own details of 
method, but fundamentally they all 
require the use of specially coated 
paper and a special solution con- 
taining both developer and_ stabil- 
iver, or two where acti- 
vator and stabilizer are separate, 
and the developer is actually in the 
paper itself. 


solutions 


The Manufacturers 

American Photocopy Equipment 
Co., 2100 Dempster St., Evanston, 
Il. Apeco’s Auto-Stat line comprises 
three machines, which make copies 
ranging in maximum width from [1 
to 14 inches, depending on the 
model. A special unit is available 
lor copying bound material. The 
line features compact design (some 
units are portable) and speed: 
about 9 seconds for a black-on-white 
copy. Price range: $227.50 to 
$423.50. In addition, the company 
offers the Copy Quik process, a 
multiple copy process which utilizes 
the original transfer negative as a 
master for making additional copies, 


YOU GET THESE 
SEATRA 


BENEFITS 


WITH A QUICK SILVER 
OFFICE COPY MACHINE 


This general-purpose office copy machine will handle all your routine copy- 
ing needs — letters, invoices, news clippings, reports — anything — with the 
greatest of ease. And, Quick Silver will also give you all the extra benefits listed 
below. No otner office copy machine is so versatile as Quick Silver, a completely 
new photocopy process. 


1. UNLIMITED NUM3ER OF QUALITY COPIES FROM 


ONE MASTER. And every copy of the same 
high photographic quality. File the mas- 
ter and make additional copies from it 
whenever you need them. 


2. INEXPENSIVE COPIES. Quick Silver copies 


ars only 5 cents each! Only a single sheet 
of paper is used; the throw-away sheet 
has been eliminated. 


3. FAST COPIES. Designed for volume, one 
Quick Silver ‘300’ machine with a single 
operator will turn out the same number of 
copies per hour as two transfer machines 
and two operators! Naturally, that means 
more production for less money. 


4. PAPER NEGATIVES FOR OFFSET PLATES. In 25 
seconds and for only 5 cents Quick Silver 
will make a negative in your own office 
which would cost you $1.50 if you sent 
it out to be made. 


5. WILL COPY HARD-TO-COPY ORIGINALS. Not 
only that, but Quick Silver can make a 
good copy from a blueprint or a photo- 
stat. It will make a copy of a copy...even 
a heat-transfer copy! And it does it in one 

pass through the machine, with no inter- 

mediate step. 


MAIL COUPON TODAY 


rte ee eee ee 


PEERLESS PHOTO PRODUCTS, INC. 


SHOREHAM, L. I., NEW YORK 


Gentlemen: 


C] Please arrange for a FREE DEMONSTRATION of Quick 


Silver in my own office. 


C] I'd like more information about Quick Silver. Please send your FREE folder. 


Name 
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Company 
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Photocopying onto metal offset plates with Photorapid’s Electra and Magi-Plate. 


each additional copy requiring only 
one sheet of paper. The Copy Quik 
process requires a different de- 
veloper from that used in normal 
diffusion-transfer photocopying. For 
use with the Apeco Uni-Matic or 
Dial-A-Matic machines, or competi- 
tive equipment, an accessory proc- 
essor is normally required. Auto- 
stat processor for use with Copy 
Quik: $137.50. If used with Apeco’s 
Director model, an additional tank 
only is required. 

Ampto, Inc. (Subsidiary of Anken 
Chemical & Film Corp.), 9 Hix 
Ave., Newton, N. J. Ampro offers 
two models, one accommodating 
material 9 inches wide by any 


length, the other taking material 
up to 14 inches wide by any length. 
The smaller unit is portable and 
has a carrying handle. Price range: 
$189 to $379. Anken Film Co., 
another subsidiary of the parent 
corporation, offers the Plenacopy 
process, which can be used to make 
multiple copies from transfer nega- 
tives made on any machine. The 
process utilizes the transfer nega- 
tive, heretofore usually discarded, 
as a master for making additional 
copies, using only one sheet for 
each additional copy and eliminat- 
ing the peel-apart step. (The trans- 
fer negative must be dried with the 
least possible exposure to light, 


though not necessarily in a dark. 
room.) When the Plenacopy process 
is used with machines of the Ampto 
type, a second processing solution 
tray is all the additional equipment 
needed. A Plenamatic processing 
unit, for use with other brands olf 
photocopiers, is also available. Price: 


~ $97. 


Copease Corp., 425 Park Ave., 
New York 22. The Copease line 
comprises 12 models, including three 
fully automatic machines, two book 
copiers which combine exposure 
and developing of copies of pages 
from bound volumes, and a variety 
of separate exposing and develop- 
ing units in different sizes. ‘The 
smallest model will take copy up 
to 81% by 14 inches. Of larger ma- 
chines, one will take copy 17 by 24 
inches, another will take copy 14 
inches wide, and of any length. 
Price range: $250 to $397. 

Copycat Corp., 215 Park Ave. 
South, New York 3. Copycat offers 
four continuous-type machines 
which will accept copy of any 
length, in maximum widths rang- 
ing from 9 to 18 inches, depending 
on the model. Two of the machines 
(with maximum copy widths of 10 
and 14 inches respectively) can be 
attached to a wall mounting. In 
these two machines paper is sprayed 
with developer, rather than being 
immersed in it. Price range: $199 
to $675. 

Copycat also offers separate print- 
ers (flat-bed) and developing units. 

Copy-Craft, Inc., 105 Chambers 
St., New York 7. The Copy-Cralt 
line comprises five electrically 
powered and three manually 
powered models. Among the ma- 
chines are some of the flat-bed type, 
which can copy pages from bound 
material. The smallest Copy-Craft 


General Photo Products’ Porta-Fax. 
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model will take copy up to 84 by 
14 inches. One of the largest models 
will accept copy up to 18 by 24 
inches; another will take material 
up to a miximum width of 15 
inches and of any length. Price 
range: $178 to $530. Also, special 
Compak Unit which will handle the 
printing and developing of offset 
plates. 

Cormac Photocopy Corp., 80 
Fifth Ave., New York 11. Cormac 
offers seven models, including flat- 
bed (which can copy trom bound 
volumes) and continuous-type ma- 
chines. ‘The smallest model will 
accept copy up to 814 by 14 inches; 
the largest will take copy up to 18 
inches wide and ot unlimited 
length. Price range: $149 to $374. 
In addition, Cormac offers the Poly- 
Copy Process, which utilizes the 
transfer negative — from any photo- 
copier —as a master for making 
multiple copies; the process elimi- 
nates the peel-apart step in making 
quantity copies. A Cormac Poly- 
Copier, which will accept material 
up to 9 inches wide by any length, 
is priced at $79.50. 

Cormac also recently introduced 
new Cormac “500” copying device 
with Flomatic control. Machine is 
said to copy everything in one step 
and requires no solution handling. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Company has 
electrically powered photocopy ma- 
chine which accepts copy in sizes 
up to 9 by 1414 inches, and which 
can copy bound material. Recently 
announced is now Model 110 Photo- 
copier with improved operating 
features. 

Duophoto Corp., 236 Fifth Ave., 
New York 1. Duophoto manufac- 
tures the Duomatic machine, which 
will accept copy up to 14 inches 
wide by any length. Price: $695. 

Duophoto also offers the Quanti- 
copy process, designed to utilize the 
transfer negative as a master for 
making single-sheet multiple copies. 
Price for the Quanticopy unit: $229. 
The Duophoto Corp. is a distribu- 
tor for the Photorapid line. (See 
Photorapid listing) 

General Photo Products Co., Inc.. 
P. O. Box 23, Chatham, N. ]. The 
Genco’ Exact-Fax line includes 
printing units, developing units, and 
combination models. The smallest 
combination model will take copy 
up to 914 by 15 inches. Another 
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can take copy to a maximum of 20 
by 40 inches. One machine, avail- 
able in portable or desk model, will 
take copy 91% inches wide by any 
length; a larger machine will take 
12 inches by any length. A 
combination outfit, consisting of a 
continuous printer and continuous 
processor takes copy up to 20 inches 
wide by any length. Price range: 
$95 to $450. 

Firm also has new model Genco 
Porta-Fax photocopying machine 
which automatically exposes, proc- 
esses, and prints 60-120 copies per 
hour. 

Hunter Photo-Copyist, Inc., 566 
Spencer St., Syracuse, N. Y. Firm 
makes Royal Scot Copymor Equip- 
ment. New machine makes any 
number of copies from one nega- 
tive. 

Kenro Graphics, Inc., 25 Com- 
merce St., Chatham, N. J. Kenro’s 
process cameras, while not photo- 
copiers in the sense used in this 
section, can be used to prepare, by 
photographic methods (using cer- 
tain accessories) plates which can 
be run on office-size offset dupli- 
cators, and xerographic plates. ‘The 
Vertical 18 Process Camera pro- 
duces negatives to 14 by 18 inches. 
With the Prismatic Head (lo 
photocopies), maximum negative 
size is 12 by 18 inches. With Xero- 


copy 


graphic head, 11 by 14 inches. 
Camera price: $1,250. Prismatic 
head: $427. Xerographic head: 
$100. 


I. G. Ludwig, Inc., Coulter St., 
Old Saybrook, Conn. Ludwig otters 
the Contoura line, comprising five 
electrically powered and _ three 
manually powered machines. The 
smallest machine will take copy up 
to 8 by 10 inches. The largest will 
accept material of a maximum width 


of 14 inches, and of any length. 
Among the Contoura models are 
three which will copy bound ma- 


terial. Contoura also. ollers the 
Plenacopy process developed by ic 
Anken Film Co. Price range: 2 


$171.35 to $379. 

Nord Mfg. Corp., 366 Jericho 
Turnpike, Mineola, L. 1., N. Y. 
The Nord line comprises three 
models, the smallest of which will 


take copy up to 9 by 15 inches, the = 
largest of which will accept material 5 
up to 15 by 18 inches. ‘The machines 3 
will copy bound material, and some 7 
will transfer material to special, . 

# 


<a 


Cormac Photocopy Corp.’s “500” unit with “Flo-matic” control. 
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sensitized ollset plates. Price range: 
$179 to $345. 

Peerless Photo Products, Ine., 
Shoreham, L. 1., N. Y. Peerless’ 
line of Dri-Stat photocopy units in- 
cludes five continuous type ma- 
chines, and one flat-bed printer, 
which can copy from bound ma- 
terial. Continuous-type units can 
take copy of any length, and in 
maximum widths of 9 to 14 inches, 
depending on the model. Special 
feature is automatic feed through 
processor. Price range: $195 to $685. 
In addition, Peerless offers a new 
process called Quick Silver. This 
can be used to make a single auto- 
positive copy, (white on black) in 
a single sheet operation, or to make 
multiple copies trom a single per- 
manent negative, produced in a 
single-sheet procedure which elimi- 
nates the peel-apart step. One 
Quick Silver combination printer 
and processor is available, taking 
copy in a maximum width of 9 
inches, and of any length. (A larger 
model is also planned.) A separate 
processor, designed for use with 
Peerless or other brands of photo- 
copy equipment is also available. 
Price range: approximately $150 to 
$350. Peerless also offers the Copy- 
Cart, a mobile unit designed for 
continuous-flow copying of as many 
as 450 81% by 11 inch originals per 
hour. Maximum copy size accepted 
is 9 inches by any length. In copy- 
ing, machine reduces material to 70 
per cent of size of original. Price: 
under $5,000. Also, Peerless has new 
Copy-Cart) portable camera with 
cutter mechanism. Unit copies all 
types of originals and produces 450 
81% by 11 inch copies or 1200 check- 
size copies per minute. 

Photorapid. The Photorapid line, 
manufactured in Switzerland | in- 
cludes electrically powered models 
of both the flat-bed and continuous 
type. The smallest) machine’ will 
take copy up to 9 by 14 inches; the 
largest will accept material up to 
24 inches wide and of any length. 
Some models can copy from bound 
material. The Photorapid line also 
includes MagiPlate, an aluminum 
offset plate, maximum size 11 inches, 
which can be made on the Photo- 
rapid Transfer Unit for use on off- 
set_ machines. Price range for ma- 


chines (approximately): $169 to 
$549. The Photorapid line is dis- 
tributed in this country by: Duo- 
photo Corp., 236 Fifth Ave., New 
York 1; W. F. Mullen Co., 3620 
Oakton St., Skokie, 1: Pacific Copy 
Co., 142 Oregon St., El Segundo, 
Calif. 

Photorapid also has new photo- 
copy machine called “Electra.” 

Photostat Corporation, 1001 Jef- 
ferson Rd., Rochester 23, N. Y. Vhe 
company offers the Photostat  In- 
stant Copier available in two 
models. Maximum size of printed 
area is 814X 11 or 14 inches, de- 
pending on the model. An adapter 
is available for making offset plates. 
Photostat also distributes Verilax 
equipment. (See “Verilax’’ section.) 
Photostat’s | photocopy line —com- 
prises photographic equipment ol 
the camera type (as opposed to the 
contact or transfer type sometimes 
implied in the term “photocopier’). 
The line includes models which can 
make prints 814X11 inches or 
smaller, and ranges to models suita- 
ble for engineering drawings and 
other large material, which can print 
areas up to 18x24 inches. The 
equipment can enlarge or reduce. 
Both negative and positive right- 
reading copies can be produced. 
Features include automatic process- 
ing, special subject holders for auto- 
matic feed, book holders, registra- 
tion devices. Price range: $1,395 to 
$13,530. 

‘Remington Rand Division, 
Sperry Rand Corp., 315 Park Ave. 
South, New York 10. Remington 
Rand’s machines include continu- 
ous type and flat-bed printers of the 
Transcopy line, as well as camera- 
type equipment of the Dexigraph 
line and a variety of microfilm 
units. Transcopy units include com- 
bination printers and processors as 
well as separate processors. 

Robertson Photo-nechanix, Inc., 
7440 Lawrence Ave., Chicago 31. 
Robertson offers a line of camera 
equipment and accessories which 
can be used to prepare xerographic 
plates for duplicating equipment. 

Rovico Inc., 318 Market St.., 
Newark 2, N. J]. Rovico’s Fotomate 
line includes three continuous-type 
machines, accepting copy in maxi- 
mum widths of 12, 151% and 1914, 
inches, depending on the model; 
all accept copy of any length. An 
additional attachment permits copy- 


ing from bound volumes. Price 
range: $225 to $425. In addition, 
Rovico offers the Rovi-copy process 
lor making multiple copies from 
one negative, using a single sheet 
lor each copy. 


Verifax 


The verilax process is a variant 
of photocopying. It diflers from the 
latter in that it can make copies 
on ordinary, non-sensitized papers, 
and in its ability to produce at least 
five copies from a single exposure 
to the light source. 

During the verilax process, the 
original material is placed tace-to- 
face with a sheet of sensitized paper 
which is called a “matrix.” Original 
and matrix are exposed to a light 
source in such a way that the light 
passes through the matrix to the 
original. Thus, in this first step, the 
process corresponds to that used in 
most transfer photocopying. As in 
that process, the dark areas of the 
original absorb the light, while the 
lighter areas reflect it. 

Where the reflected light strikes 
the light-sensitive matrix, a chemi- 
cal reaction occurs, which inacti- 
those areas of the matrix. 
After exposure to the light source, 
the matrix is placed in the develop- 
ing section of the unit, where it is 
processed by an “activator” solu- 
tion. Those areas on the matrix 
which correspond to the dark areas 
of the original now react to form 
a dark, dye-like substance. This is 
the substance which is transferred 
to the final copy sheet. 


vates 


In order to effect the transfer, a 
sheet of non-sensitized copy paper 
is placed face-to-face with the mat- 
rix as it emerges from the develop- 
ing unit. The two sheets are pressed 
together by squeegee rollers. As a 
result, a layer of the dye is trans- 
ferred to the copy paper to make 
the final reproduction of — the 
original. 

However, not all of the dye is 
removed. A sufficient amount re- 
mains on the matrix to make about 
four more copies; though if lighter 
copies are acceptable, with care up 
to ten can be made. 

Since the end copy does noi pass 
through a solution, it emerges com- 
pletely dry. 

The verifax like the 


pre CESS, 


OFFICE MANAGEMENT 


Ri r 
ee 
es ‘o, . 
# 
Say, 
iy 
i's 
sie a 
a ive 
Cais 
ae: 
an 
oe 
bi oer 
ie a 
bri 
coe 
anes 
ee 
i 
= 
“ee 
a ae 
‘ st 
* 
ie 
i 
: F 
| 
~ 
Se" we 
F 4 ; » 
ee q 
ae A 
aa | 
* 1 
& c 
‘ Pan 
a 
r 
a 
i ae 
3 Oe | 
ee | . 
th ‘ 
Tomey 
> ° < 
re | 
Pa. 
i > 
| 
ni } 
fF, 
* 
% " ih 
eae 
‘* 58 
ia & . 
-* | eS . : ] pa z oe se . noi 7 ae r 
a nS a a Si. an a ’ i “elie Bs ree: ~ ae ae Pe +7 , ae os: >. 7 7 — en 
is " oS ae * _ ‘es i =) ae ae . \ é —_ f 5 
es + : Lee - u ar ple EL oN rae sie ag aint at a «®t . = 
a “AAG. i a, Ns a “en : = i 7 
a: # ct yg a * 5 Gaba . Si 4 er &. = P :. 
her. 2 + ee if f 4 j j q a 
soe = fet ot : ue F 2 j ; ae 
a ~ = ae pee 4 ae _ rex 
— “i oi. 4 - 3 = ‘ : es ae 
a ow i 7 +f ‘  ‘o"atee, = 


rice 
ion, 
CSS 
rom 
wel 


lant 

the 
pies 
ETS, 
east 
sure 


the 
P-LO- 
tper 
inal 
ight 
ight 
the 
the 
1 in 
s in 
the 
the 


rikes 
emi- 
acti- 
trix. 
irce, 
‘lop- 
It 1s 
solu- 
LtYIX 
reas 
orm 
is is 
rred 


| re: 
bout 
rite 
e up 


pass 


COM, 


the 


MENT 


[erifax Copying ...DOES MORE...COSTS LESS... MISSES NOTHING 
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Here’s the copier that makes folks 
quit shopping around! 


Only $99.50 . . . yet Kodak's Verifax Bantam Copier outperforms other office copiers 
costing up to 4 times as much. It copies all types of writing, typing, printing—gives you 
5 dry, easy-to-read copies in 1 minute for 2'/2¢ each. Makes copies on one or both sides 
of bond-type paper, in choice of white and 7 other colors. Also, makes copies on card 
stock or printed office forms—even makes translucent whiteprint masters. 


Phone local Verifax dealer for demonstration (see Yellow Pages under duplicating or 
photocopying machines), or write Eastman Kodak Company, Business Photo Methods 
Division, Rochester 4, N. Y., for booklet describing all Verifax Copier models. 


Price quoted is manufacturer's suggested price and subject to change without notice. 
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photocopy process, can copy a wide 
range of originals: art work, letter- 
heads, typed, drawn, or hand- 
written material, and coarse-screen 
photographic half-tones. Since it 
uses the reflex method of exposure, 
it can copy opaque or two-sided 
originals without an intermediate 
step. Copies can be made on card 
stock and, if desired, on both sides 
of a sheet. 

The process can also make offset 
masters in about one minute using 
an accessory unit. 

The first copy takes about 50 
seconds to make, but additional 
copies can be made more rapidly. 


The Manufacturer 


Eastman Kodak Co., Rochester 4, 
N. Y. The Verifax line includes 
four machines which can copy any 
color original in) maximum. sizes 
ranging from 814 by 11 to 10 by 16 
inches. Price range: $99.50 to $425. 
The company also offers Verifax 
Offset Adapters which utilize the 
Verifax process to make transfers 
onto paper offset masters which will 
provide a run of 1,000 or more 
copies. Two models are available 
with maximum copy sizes of 9 by 14 
inches and 10 by 16 inches respec- 
tively. Price: $98.50. 


Facsimile 


Basically used for communication 
devices, the facsimile process has 
certain copying and duplicating ap- 
plications which are most helpful 
in office work. 

The greater part of facsimile 
equipment is fundamentally useful 
for long-distance communication 
(it is used, for example, to transmit 
telegrams directly from a central 
office to the office of a subscriber) . 


Milo Harding’s Gehatronic stencil cutter. 


In effect, it provides single-copy 
duplication at a distance. However, 
it can also provide copies close at 
hand, and some equipment is now 
designed for office use. 

The technique itself is funda- 
mentally a photo-electric one. Both 
the original material and the sheet 
on which the copy will be repro- 
duced are “scanned” simultaneously, 
and in synchronization. Usually, the 
material to be copied is wrapped 
around a rotating drum; the copy 
sheet is wrapped around a second 
drum. A narrow light beam pass- 
ing in a continuous track over the 
surface of the material to be copied 
is reflected into a_ photo-electric 
cell. There it generates a current 
which varies with the strength of 
the reflected light. (Strength is de- 
pendent upon its reflection from a 
light or dark area.) The current 
thus generated is transmitted to the 
receiving unit of the machine where 
it activates a stylus, which passes 
over the face of the copy sheet, in 
synchronization with the original 
light beam. Through the stylus, the 
electric current “burns” the image 
onto the sensitized copy sheet. 

In some machines, the material 
to be copied is “scanned” as it 
enters the machine, rather than be- 
ing wrapped around a drum. Units 
of this type may receive copy of 
unlimited length. 

Receiving units may be modified 
so that the stylus can be used to 
make minute holes in the copy 
sheet. Thus, the machine can re- 
produce an image on a conven- 
tional stencil for use with standard 
stencil duplicating machines. 

Because scanning can usually be 
set in spacing as close as 750 to the 
inch, the facsimile process can be 
used to transfer art work (includ- 
ing photographs) , drawings, letter- 
heads, and other detailed material 

as well as typed or written mat- 
ter —to stencils. Used with appro- 
priate materials, it can copy such 
material onto masters for gelatin, 
offset, and spirit duplicators, or pre- 
pare translucent copies for use with 
diazo equipment. 


The Manufacturers 


Rex-Rotary Distributing 
387 Park Ave. South, New York 16. 
The Electro-Rex is an electronic 
stencil cutter which can produce 


Corp.., 


stencils or plates from drawings, 
typed matter, office forms, screened 
photographs, etc. Maximum size of 
the printed area is 8 by 1214 inches, 
Scanning may be set at spacings 
from 125 to 750 lines per inch. 
Price: $1,913.60. 

Gestetner Duplicator Corp., 216 
Lake Ave., Yonkers, N. Y. Vhe 
company offers the Gestefax, an 
electronic scanning machine which 
can produce stencils from typed 
matter, half tones, paste-ups, ete. 
Maximum size of the printed area: 
834 by 131% inches. 

Westrex Corp., 540 W. 58 St., 
New York 19. This company’s Sten- 
afax equipment electronically makes 
masters for the stencil, offset, and 
gelatin processes, as well as single 
copies. Two models are available 
for making copies in sizes to 81% by 
14 inches. The machine can copy 
full-tone, half-tone or line copy at 
the same time. Price: $1,895. 

The Western Union Telegraph 
Co., 60 Hudson St., New York 13. 
While Western Union's Intrafax 
equipment is intended primarily 
for communications, it can make 
printed copies of typed matter, 
handwritten matter, sketches, etc. 
in the process. It can thus be used 
for single copies, or to make masters 
for the offset and hectograph 
processes. 


Xerography 


The xerographic process is based 
upon the fact that electrical charges 
of like polarity repel each other, 
while unlike charges attract. Here 
is a brief description of the process, 
step by step: 

First, using a copying camera, 
the image of the material to be 
copied is projected onto a coated 
plate which bears a_ positive elec- 
trical charge. Light acts on the 
plate to cancel the electrical charge. 
Since light is reflected only by the 
lighter-colored portions of the origi- 
nal, the plate retains its charge in 
those areas which correspond to the 
dark lines and letters of the origi- 
nal. Therefore, the image has now 
been copied in the form of an in- 
visible electrical charge. During the 
developing phase, a dark resinous 
powder which carries a negative 
electrical charge is passed over the 
plate. unlike — electrical 
charges attract, the powder adheres 

(Continued on Page 67) 
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TOOLS oF THE] OFFICE] | 


to those areas of the plate which 
represent the letters and lines of 
the original, thereby making the | 
image visible. 

In order to make the copy, a 
sheet of paper which is positively | 
charged is placed over the plate. A 
portion of the negatively charged | 
powder is attracted to the paper. 
(It is possible to obtain up to eight 
copies from the powder which re- 
mains on the plate.) The paper, 


| 
with the powder adhering to it, is | 


then placed in a “fuser,” where it 
is exposed to heat. This embeds the 
powder firmly in the paper and pro- 
duces a permanent copy. 

In the same manner (and at the 
same time that paper copies are 
being made), a paper offset master 
can be produced. 

The process can also make pre- 
sensitized positive working metal 
offset plates, spirit masters, and 
translucent copies for use with diazo. 

The xerographic process is able 
io copy typed and handwritten ma- 
terial, drawings, photographs, art 
work, letterheads, and so on. The 
original material can be opaque 
and two-sided, since the image of 
the original is reflected on the plate. 


Copies are usually black on white | 


paper, but paper of various colors 
and weights can be used. Some 
cameras permit enlarging and _re- 
ducing. 

Although single copies usually 
take approximately three minutes 
to make, some new equipment using 
the xerographic process is of the 
continuous-flow type. Here, the 
entire process proceeds automati- 
cally once the original material has 
been fed into the machine, thus 
making high speeds possible. 

Haloid Xerox, Inc. recently 
introduced the new Xerox 914 
Copier which is described as being 
the first fully automatic office copy- 
ing machine to appear on the mar- 


ket to date. It is said to require no | 


sensitized or treated papers, nor to 
need any exposure of developing 
adjustments. The required number 


of copies may be made simply by | 


setting a dial. There is no necessity 
to handle the copy paper, or to re- 
handle the original for the multiple 
copies. In this respect it resembles 
a short-run duplicating machine 
rather than the conventional copier. 


MARCH 1960 


BRUNING MAN teams up 


Copyflex copying machines 
with Teletype printers... 
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\ kcce Clifford Jelinske, 
{ iN (right) of Bruning’s 


Milwaukee Branch, 
and Philip Beckley, 
\ of The Trane Com- 


pany, review results 
of unique solution 


. to paperwork bottle- 
gives The TRANE Company oe 


ing manufacturer of 


heating, ventilating, 


same day shipment iscsi 
of orders! 


Stock orders received at The Trane Company before 2:00 p.m. 
are shipped the same day, invoices completed the next day, 
All despite a two mile distance between order department and 
the shipping department. 


Order-billing department edits orders then transmits data on 
inexpensive translucent order forms to the distant stocking-shipping 
department via Teletype printer, On the receiving printer, a 
5-copy factory order set is produced simultaneously. 


Shipping notices from the order set are sent back to order-billing 
department where quantities shipped, extensions, ete. are entered 
on original translucent transmittal order forms. From the completed 
order forms, Copyflex reproduces all necessary invoice copies. 
No clerical transcription of repetitive data. 

There you have it: same day shipment. next day invoicing, 
clerical rewriting and retyping eliminated at a big saving of time 
and money. 


(BRUNING ) 
Copyt Diazo Copying at Its Best! 


The Bruning Man in your area can help you slash paperwork, speed major company operations. He’s 
backed by a company with over 60 years’ experience. He’s located in principal U.S. Cities. In Canada: 
103 Church Street, Toronto 1, Ontario. Home office: Mount Prospect, Illinois. 
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The Manufacturers 

Haloid Xerox Inc., 6 Haloid St., 
Rochester 3, N. Y. Aside from the 
new Xerox 914 Copier mentioned 
above, the Xerox line includes 
cameras, fusers, processors, con- 
tinuous printers, and accessories. 
Cameras, depending on the model, 
can enlarge, reduce, or make same- 
size copies. Panel and book holder 
attachments are available for use 
with copying equipment. Single 
copies, can, of course, be made, but 
the equipment is especially suitable 
for making masters for offset, diazo, 
or spirit processes, thus serving as 
a valuable adjunct to duplicating 
systems. Xerox Copyflo continuous 


printers use the  xerographic 
method to reproduce material, 
particularly from microfilmed 


frames or roll microfilm. 


Diazo 

The diazo technique employs a 
dye, formed by the interaction of 
two chemicals. They are a dia- 
zonium salt (or “diazo”) and a 
combining element described as a 
coupler. 

The diazo itself is affected by 
being exposed to light; when it is 
exposed it can no longer react to 
form a dye. During the copying 
process, the letters and lines of the 
material to be reproduced actually 
act as a light shield so that the 
diazo itself is left active where lines 
and letters are to appear on the 
copy. This active diazo interacts 
with the coupler to form the dye. 

There are two fundamental tech- 
niques: 

The first method involves copies 
to be made on a sensitized sheet, 
which contains both the diazo and 
the coupler. These chemicals are 
prevented from reacting by a third 
chemical, the “stabilizer.” The ma- 
terial which is to be copied is 
placed face up over this sensitized 
copy sheet in the diazo machine. A 
powerful ultra-violet light is passed 
through the original to the sensi- 
tized sheet; it passes wherever there 
are no lines or letters. Here, the 
diazo on the sensitized sheet is 
broken down, so that it cannot re- 
act to form a dye when the “‘sta- 
bilizer” is removed. 

The “stabilizer” is removed by 
being neutralized with another 


Above, new Xerox 914 Copier recently developed by Haloid Xerox Inc. 


chemical. Ammonia is such a chemi- 
cal. In this first process, the sensi- 
tized sheet, after it has been ex- 
posed to light, is exposed to am- 
monia in the form of a vapor. The 
ammonia vapor neutralizes — the 
“stabilizer,” and the active diazo 
which remains on the copy sheet 
combines with the coupler immedi- 
ately. This produces the desired 


copy. 
The second method has the sensi- 
tized sheet containing only the 


diazo. This sheet, which is covered 
by the original, is exposed to ultra- 
violet light just as in the first 
method. It is then brought into 
contact with a solution containing 
the coupler. The dye-forming  re- 
action takes place as it does in the 
first method, producing the desired 
copy. 

Both the first and the second 
method are most often referred to 
as “dry.”” For while the second pro- 
cess does employ a solution, it is 
applied with a roller, and enough 
heat is present so that copies 
emerge, for all practical purposes, 
dry. 

Two steps are required for mak- 
ing copies with either method. How- 
ever, both are accomplished in 


automatic within — the 
machine. 

The diazo process is dependent 
upon light’ passing through the 
original to the copy sheet, and 
therefore will not copy opaque or 
two-sided originals directly. Most of- 


sequence 


fice stationery is translucent enough 
for the purpose. If two-sided ma- | 
terial is to be copied, a translucent 
copy must first be made. This can 
be accomplished with photocopy, 
facsimile, or xerographic  equip- 
ment. It can also be done directly 
in some diazo process equipment, 
using a reflex film designed for the 
purpose. 

The final copies are positives, and 
may be made on paper of various 
colors. The printing color may also 
be varied by an appropriate selec- 
tion of copy paper. By using hand 
application of chemicals, it is some: 
times possible to obtain different 
printing colors on the same copy 
sheet. Offset masters may also be 
prepared by diazo. 

The diazo process is relatively in- 
expensive. Cost of a typical letter 
size copy is estimated at between 
three-quarters of a cent and one 
and one-quarter cents. 
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Ozalid “Inst 


speeds work for everyone 
in the office 


Ozalid copying can replace time-consuming, money-wasting hand- wae ot ee asin a 
copying, and retyping of reports, orders in every department of Ozalid, Johnson City, N. Y. Dept. AA-3 
your business. - Put the original in your Ozalid machine; seconds Penee cond me tren densities 
later out come clear, dry copies. No retyping, no proofreading, | literature on the desk-top Ozamatic. 
no fuss! - The desk-top Ozamatic turns out up to 1,000 copies of | 
8!..”" x 11” size in an hour, at only a penny a copy. + There’s a full t-£ 
line of Ozalid products for every copying need. + Call your local . 

: js “ ‘ . ompany. 
Ozalid representative, or mail this coupon for full details on l 
Ozalid’s complete line of products. | Position 

| Address 

Whiteprint machines ® | . 
Audio-visual products Cc) "A y4aN j j [) | City one 
Sensitized materials | nen | 
Products for design A Division of General Aniline & Film Corp. | | 
Lithographic products In Canada: Hughes-Owens Co., Ltd.,Montreal Sees —— 
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COPYING PROCESSES. These processes are used to copy 


original material, including letters, art work, photographs, drawings, 
letterheads, etc. They are ordinarily used for making from one to ten 


COMPARISON OF OFFICE COPYING PROCESSES 


copies, though new photocopy processes make multiple copies rela. 
tively economical, and most copying processes can also prepare 
stencils or masters for one or more of the duplicating processes, 


Duplicating 
Can Process Processes for 
Process Speed* = Per | ‘Enlarge or | Which Stencils Characteristics of the Process 
Py Reduce? or Masters Can 
Be Prepared 
Copies are positives, in various possible colors. Translucent, one- 
Diazo 200-800 about No Offset sided originals required, or translucency must be made first. Process 
copies per hour 1 cent sensitive to most colors, less so to purples. 
— copy in Offset; Stencil; | Copies are positives on specially treated paper. Process is used widely 
Facsimile aed 5 cents No Gelatin; Spirit | for wire communications, is getting increased use for stencil cutting. 
1 “ Copies are positives on white or colored coated paper; some units 
copy A Offset; Stencil | make negatives. Sensitive to wide range of colors. Can make trans- 
Photocopy 15 seconds 4-9 cents Most cannot (in special units) | lucencies for diazo process. Some units can make several prints from 
—1 minute one negative, and a number of companies now offer single-sheet 
| multiple-copy processes, which utilize the original negative as master. 
1 ; Copies are positives on buff or colored paper having a wax-like finish, 
pesos 414-5 cents No None which can be reinforced with heavier backing. Process less sensitive 
aan 4 seconds * to some kinds of ink. 
1 copy in 9-10 cents Copies are positives on bond or similar non-sensitized paper. Several 
Verifax 50 seconds; | pad No Offset prints can be made from one matrix. Process is otherwise similar to 
5 in 1 minute (multiple) photocopying. 

P Copies are positives on various kinds of paper or film. Process is 
Xerography 1 copy in 5 cents Yes Offset; Spirit | widely used to make offset masters. It is sensitive to wide range of 

3 minutes colors. Can make translucencies for diazo process. 


* are estimates for letter-size copies using materials of average quality and runs of average length. As circumstances vary, figures 
pn or 1 Sort aanee etes may be obtained. Speed foues allow not only for machine differences but for differences between manual and power operation. 


The Manufacturers 


Charles Bruning Co., Inc., 1800 
W. Central Rd., Mt. Prospect, II. 
Bruning’s Copyflex line includes 
eleven models, all of which take 
copy of unlimited length, in widths 
ranging from 11 to 54 inches, de- 
pending on the size of the model. 
Desktop units can process up to 13 
linear feet per minute; the largest 
model up to 75 feet per minute. 
The machine can print in several 
colors; with hand developing, multi- 
color prints can be obtained. Paper 
colors available are blue, pink, 
green, salmon, yellow, and white. 
Most Copytlex models feature auto- 
matic separation of originals from 
copies. Price range: $295 to $7,800 
(F.O.B. Mt. Prospect) . 

Copymation, Inc., 5650 N. West- 
ern Ave., Chicago 45. Seven models 
are offered, accepting copy in maxi- 
mum widths ranging from 26 to 45 
inches, and of any length. Operat- 
ing speeds range from 14 to 75 feet 
per minute, according to the ma- 
chine. Some models feature auto- 
matic separation of original and 
print; others offer semi-automatic 
manual separation of original and 


print. Also, “Dart,” a new desk-top 
copier. 

Ozalid, Div. of General Analine 
& Film Corp., Johnson City, N.Y. 
The company offers eight models, 
ranging from the desk-top machine 
lor letter-size copies to large ma- 
chines which take copy up to 54 
inches wide. Operating speeds are 
from 10 to 100 feet per minute, 
depending on the model. Price 
range: $410 to $10,995. Through its 
subsidiary, Reproduction Products 
Co., Detroit, Mich., the company 
offers a machine of the diazo-moist 
developing type called the Viking, 
which will accept copy up to 18 
inches wide and operates at speeds 
up to 18 feet per minute. Price: 
$550. Ozalid is also distributor for 
the Pelprinter, a portable diazo 
unit. 

Paragon-Revolute, Div. of Charles 
Bruning Co., Inc., 77 South Ave., 
Rochester 4, N. Y. The Revolute 
line comprises four electrically pow- 
ered models which accept copy in 
widths ranging from 24 to 54 inches, 
depending on the model, and in 
unlimited lengths. Speed of opera- 
tion is 125 feet per minute (opti- 
mum). Printing colors available are 
blue, black, red and sepia; paper 


colors are white, pink, yellow, green, 
blue. Price range: $2,050 to $10,900. 
The C. F. Pease Co., 2601 W. 
Irving Park Rd., Chicago 18. Pease 
specializes in large-scale models; 
smallest machine is 42 inches wide. 
The firm’s “Scout,” prints copy up 
to 45 inches in width and of practi- 
cally any length, at speeds up to 20 
feet per minute. Price range: for 
the “Scout,” $1,375 and up; (F.O.B. 
Chicago) larger models higher. 


Pelprinter, Inc., 555 Central Ave., 
Orange, N. J. (See: Ozalid) 
; Reproduction Engineering Corp., 
Ivoryton, Conn. (Formerly Peer 
less Colonial Products, Inc.) Com- 
pany offers three Blu-Ray models, 
accepting copy to widths of 14 and 
42 inches, respectively, and operat: 
ing at speeds of up to 414 feet per 
minute. Machines are compact. and 
can be set on table tops. Price 
range: $197.50 to $287.50. 

Tecnifax Corp., 195 Appleton 
St., Holyoke, Mass. Five electrically 
powered and two manually pow: 
ered models are offered. The largest 
model prints in widths up to 54 
inches, and lengths to 500 yards, at 
speeds up to 125 feet per minute. 
The company’s newest development 
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is the Slidemaster System which 
ela. produces Diazochrome R= multi- 


‘* color transparencies for overhead 
—,| projection. Price range: $97.50 to 
$17,500. 
Ektalith 
= Eastman Kodak also recently in- 
troduced Ektalith, a new photo- | 
graphic system for use in reproduc- 
|] ing documents in quantities of 10 


to 1,000. Ektalith system can rapidly 
—|} make inexpensive paper masters for 
5 offset reproduction, or it can make 
a limited number of direct copies 


! without using the offset process. 
The Ektalith Method can, in two | 

—|} minutes, produce a master from 

: practically any kind of original. The 


master can be either an enlarge- 
—!} ment, a reduction, or the same size 


| as the original. 

) 

al Thermography 

: . . 

f Thermography is the term used 


to describe the process derived from 
the use of a machine with the brand 
name Thermo-Fax. The process is 
based on the fact that dark sub- 
en, | stances, such as office ink, tend to 
00. | absorb more light than light-colored 
W. substances. In the process of absorb- 
ing light, the dark substance gen- 


i erates heat. It is this heat which 
de, | “burns” the copy paper, producing 
up the image. 

cti- The copy paper used is heat-sensi- 


2 | tive, and responds to heat by turn- 
for | ing dark. Mechanically, the process 
Bf operates as follows: 

The copy paper is placed with 


a top of the material to be copied. 
In the Thermo-Fax machine, the | 
p. two sheets are exposed to an infra- 
er Fred light source. The light passes 
m- through the copy paper to the | 
ls, original. Where the light strikes the 
nd darker areas formed by letters and 
at | lines, it is absorbed, generating heat. | 
1 | The portions of the copy paper 
nd directly above the lines and letters 
ce turn dark, thus reproducing the 
material beneath. 
om Copies are produced in a single 
ly step in the thermagraphic process. 
W- Since no solution’ are used, the 
ast 


copies are completely dry when they 
54 come out of the machine. Thermog- 


at raphy is an extremely rapid process 
te. — letter-size copies can be made in 
nt about four seconds. 
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its heat-sensitive coating face up, | 


“THERMO-FAX” 
| COPYING MACHINES 
| speed 
communications 
with 
4-SECOND } 
COPIES 


Only Thermo-Fax” Copying Machines 
do so many jobs ...8o quickly, 
so easily, for such low cost! 


Speed and simplicity. ‘“Thermo-Fax’’ Copying Machines give both 
because they’re perfectly dry. Electricity alone does the copying. 
No chemicals to fuss with ...no negatives to make. Copy directly 
from such originals as contracts, tax forms, correspondence—most 
things you ever need copies of —in just 4 seconds. And those copies 
can be on dignified white, bond-weight paper—or any of 6 dis- 
tinctive colors. To see how this perfectly dry copying with ‘““Thermo- 
Fax’’ Copying Machines can speed office communications—simplify 
most paperwork in every department—call your local dealer. Or 
mail the coupon. 


“Machines that mean business” —— Mining and Manufacturing Company 
Dept. DBZ-30, St. Paul 6, Minnesota 


Please show us how “Thermo-Fax’’ Copying Ma- 
chimes can cut our office costs. ” 2 


THE TERM “THERMO-FAX”™ IS A REGISTERED 
TRADEMARK OF MINNESOTA MINING 
AND MANUFACTURING COMPANY 
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TOOLS FOF THE OFFICE] 


Equipment for 
available in two 
printers, which can copy from 
bound material, and continuous 
models. Machines of the continuous 
type are designed so that original 
and copy paper are __ inserted, 
brought before the light source, and 
emerge by mechanical means. 

The process is extremely satis- 
factory when copying materials 
printed in a_heat-absorbing ink, 
such as those with a carbon base, 


the process is 


types:  flat-bed 


ON DISPLAY at the So. Calif. 


or in pencil. Certain inks, particu- 
larly some of the blue ones, may 
not record at all. These may be 
utilized to make notations on the 
original which are not desired on 
the copies. 


The copy paper is translucent, 
and has a smooth, wax-like finish. 
Standard paper is buff-colored, but 
other colors including white are also 
available. Printing is blue-black. 
The copy paper is light-weight; if 
reinforcement is desired, inexpen- 
sive back-up paper may be bonded 
to it within the machine itself. 


Business Show, Los Angeles 


March 29-April 1, Ambassador — Booths 100 and 101 


TEMPO 


delivers everything you need 
to produce fine office printing 
Everyone in the office gets excited about the 
better impressions you make... especially 
when using Tempo’s co-ordinated line of sten- 


TEMPO PASTEL STENCILS 
Regular film 
stencils, too 


TEMPO INKS for al! duplicators 

for that “printed’’ look. Tempo 
world’s fastest drying 
ink, even on bonds without slip- 


paste ink. Tempo Paste Inks for 


cil duplicating supplies. It’s the answer to all 
your office printing needs. . . fast, efficient, far 
more economical than outside sources! 


Why not get better acquainted with this years- 
ahead line which gives you everything you've 
ever dreamed of in stencil duplicating results. 
Write for catalog #4112. 


TEMPO 


STENCILS + INKS * DUPLICATORS 


stencil duplicators 
9 models from $199 


glass, fully lighted 
working area. For 


proofing, drawing 

3 tracing, layouts 
ee and paste-ups. Ac- 
cessories included 

—fluor2scent or 


Standard lighting 
models. 


TEMPO 


Ask for free illustrated catalog #4112 


PAE MILO HARDING COMPANY Established 1904 


WASHINGTON, D.C. 


. 
+ MEXICO D. F. AND DEALERS EVERYWHERE 


WRITE FOR SAMPLE PRINTS AND LITERATURE ABOUT THE 
GEHATRONIC — MAKES STENCILS FROM YOUR COPY 


9 for the kind of wm i sietdry 
co ou want met 
4 Sharp, me- temmamg «—smeeting, in liquid and the new 
dium or bold oo 
from the same " | al yee use in Tempo Geha and other 
‘ ® ( stencil ...easy as paste ink duplicators 
. typing a letter 
af f a 
Se 
162 Tempo Building, Monterey Park, California 
LOS ANGELES + PITTSBURGH + SAN FRANCISCO + 
a = 7 
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TEMPOSCOPES with flashed-opal \ 


The Manufacturer 


Minnesota Mining & Mfg. Co,, 
900 Bush Ave., St. Paul 6. Three 
Thermo-Fax machines are offered, 
all of table-top size. One model, the 
Premier, is of the flat-bed type 
which can copy trom bound ma. 
terial, as well as flat sheets; miaxi- 
mum copy size is 9 by 141% inches, 
The other two models are of the 
continuous type: the Secretary 
accepts copy up to 814 inches wide: 
the Fourteen takes copy up to 14 
inches wide. Copy length is un- 
limited. The company also offers 
supplies designed for special uses 
with the equipment, — including 
pencils, inks, typewriter ribbons, 
special papers, etc. 


The Duplicating 
Processes 


Stencil 


Probably the most widely known 
duplicating method is the stencil 
process. It is often called the 
“Mimeograph” process after the 
trade name used by the A. B. Dick 
Co. 

The master is a stencil of paper, 
plastic, metal, or other material in 
which holes or slits have been made, 
corresponding to the lines and let- 
ters to be reproduced. These holes 
allow ink or other printing sub- 
stances to pass through, thus creat- 
ing a copy of the original on the 
paper or other material beneath the 
stencil. 

Most stencils are designed so that 
letters and lines are not cut com- 
pletely through the material. This 
is done so that the centers of letters, 
such as “o” and “g,” will remain 
in place. Often, the stencil has a 
fibrous or porous base, through 
which ink can pass easily. This is 
covered with a waxy coating, which 
prevents the passage of ink. 

The “cutting” of a stencil is 
simply the process of pushing aside 
the coating where lines and letters 
are to be reproduced. The fibrous 
base remains uncut as a support for 
the structure of the stencil. Stencils 
may be prepared by hand, using 4 
stylus or other such instrument, by 
typewriter by printing with dies, 
or by such means as the facsimile 
process. By using the latter, stencils 
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can be made to reproduce relatively 
complex material. After the stencil 
has been prepared, it is wrapped 
around the rotating drum of the 
duplicator, or, if a twin-cylinder 
machine is used, around the screen 
which shrouds the two cylinders. 

Ink seeps through the stencil 
from within the drum or screen. At 
each turn of the drum (or each 
cycle of the stencil on the twin- 
cylinder type of machine), a sheet 
of paper is fed into the machine 
and moves into contact with the 
stencil. The final copy is made by 
ink passing through the holes in 
the stencil. 

Ink may be either liquid or — 


particularly for use with machines 
of the twin-cylinder type — paste. 
The paste form, which is available 
in tubes, is usually considered less 
messy to use. Copies can be printed 
in ink of any color, and on paper 
of any color. While most machines 
print only one color at a time, it 
is possible, with some equipment, 
to print two colors at once. 

Copy paper is generally rough, 
primarily in order to absorb the 
ink rapidly, and thereby prevent 
smearing by successive copies. How- 
ever, with the newer, quick-drying 
inks (and/or by _ slip-sheeting) , 
copies can be made at a satisfactory 
rate of speed on better paper. 


“We needed 


more sales folders 
...but we couldn’t afford them” 


There’s no need for you to do without any of the sales literature that can 
sell for you— illustrated catalogs, reprints, mailers, and other pieces you 
want —just because of the high cost of “outside” printing. With the 
Rex-Rotary D-280 it’s easy to turn out professional printing right in 


your office! 


The D-280 is easy to operate, and extremely economical. Reproduces 
photos, illustrations, any printed matter, in black or in colors. This 
ultra-modern twin cylinder mimeograph gives you professional-look 
printing — but spares you the costs of outside printing. 

Prints thousands of copies — fast, automatically. Stops automatically, 
too. Sealed ink cartridge prevents messy fingertips. Unique ink control 
assures uniform printing. And, at the touch of a lever, even letter-size 
stencils can be used (another Rex-Rortary exclusive). 


Would you also like to know 
about the exciting ELEcTRO- 
Rex stencil-maker? Completely 
automatic, it “‘etches” stencils 
electronically. At the flip of a 
switch it transfers, to the stencil 
or offset plate, type proofs, clip- 
pings, photos, drawings — exact 
duplicates of the original. 

For full information, or dem- 
onstration, send coupon. 


i am interested in office printing. Please 


Name 


the OFFICE printing press 


REX -ROTARY 
Se Me Sl. St a Ve ee Ee ee ee ee 
Rex-Rotary Sales Corporation * 387 Park Avenue South »* New York 16,N.Y. © MU 3-1060 
CL send me detailed literature 

(-] arrange a demonstration 


Title Firm 


Address 


MARCH 1960 


Phone 


Electrically operated stencil dupli- 
cators can run at speeds of 180 to 
240 copies per minute. Manual 
models generally run at speeds 
ranging from about 60 to 100 copies 
per minute. The expense per copy 
fluctuates with the length of the 
run decreasing as the run increases, 
and with the materials used. In 
the instance of a fairly typical run 
of 100 copies, cost per copy might 
be just over a third of a cent; the 
cost decreases to a much smaller 
fraction of a cent, if the run is in- 
creased to 1000 copies. 

A properly prepared stencil of 
fairly good quality should last 
through a run of several thousand 
copies. If special stencils are used 
(plastic or metal), much longer 
runs are of course possible. 


EN EMEREAY NFU ee epee oR 
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The Manufacturers 


Addo-X Inc., 300 Park Ave., New 
York 22. Addo-X offers the Roneo 
line of stencil duplicators, which 
includes three electric and three 
manual models. Maximum size of 
printing area ranges from 8 by 14 
inches to 13 by 17 inches, depend- 
ing on the model. Price range: $230 
to $1,250. In addition Addo-X of- 
fers the Roneotronic process, avail- 
able to users of Roneo machines, 
through Roneo dealers. This proc- 
ess is used to make stencils elec- 
tronically, and can reproduce, on 
stencils, photographs, half-screens, 
etc. 

Bohn Duplicator Corp., 444 Park 
Ave. South, New York 16. Bohn’s 
BDC Rex Rotary line includes ene 
electric and three manual machines, 
all capable of printing a maximum 
area of 714 by 14 inches. Machines 
are of the twin cylinder silk screen 
type, and use a catridge ink supply. 
Numerous printing colors are avail- 
able, and printing color can be 
changed rapidly. Feeding and re- 
ceiving trays close to form self- 
contained case. Price range: $179.50 
to $345. 

The Dansen Co., Inc., Box 556, 
101 Cooper Ave. No., St. Cloud, 
Minn. The Dansen Dynagraph is a 
manual machine, capable of print- 
ing a maximum area of 714 by 
1014 inches. Price $39.50. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Dick’s Mimeo- 
graph line includes six electric and 
five manual models, all of which 
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TOOLS J OF THE OFFICE] 


will print areas to a maximum size 
ol 75, by 14 inches. Features in- 
clude automatic inking (and up to 
20.000 copies trom one inking) , 
automatic leed, pin-point registra- 
tion, stencils which require no 
cushions, etc. 

DuPrints, inc., 1502 8. Main St., 
Los Angeles 15. DuPrints ofters the 
Dupli-roto line, consisting ol one 
electric and one manual model, 
both of which will print a maximum 
area of 9 by 14 inches. Prices: $495 
and $695. 

Gestetner Duplicator Corp., 216 
Lake Ave., Yonkers, N. Y. Gestetner 
ollers a line of both manual and 
electric stencil duplicators of the 
twin-cylinder, silk screen type, using 
paste ink. ‘The smallest model will 
print copy up to a maximum size 
of 83g by 131% inches; the largest 


Printing Press Features 
Produce Printing Press Results 
The world’s largest manufacturer of 


duplicators has successfully combined 
the simple, economical stencil duplicat- 


ig ing process with the principles of the jigdel has a maximum printing 
o printing éher™ -making possible results area of 1314 by 161 inches. Among 
ee which you will compare favorably with ai, die hs ES OT REE 
4 the work you once bought from outside eel ggerecnteadce agg eet mele CORK 


leed, automatic inking, automatic 
shut-ofl, and color change equip- 
ment. Price range: $240 to $1,298. 
Gestetner also offers the Gestelax, 
an electronic-scanning stencil cutter, 
described in the “Facsimile” section 
of this department. Gestetner also 
has new line of stencil duplicators 


professional services. Your office girl 
operates the Gestetner and won't get a 
finger smudged in the process. Printer’s 
style paste ink, in disposable tubes, is 
aes automatically fed to dual cylinders 
ee sd where it is impressed on paper through 

a a silk screen...and, in color, too! Even 
the finished run is automatically jogged 


om into a neat stack and the machine shuts called “300 Series.” 

oF itself off when the required number is 

jek ‘ Milo Harding Co., 500 8. Mon- 
as printed. = 


; tevey Pass Road, Monterey Park, 
Make Your Own Stencils 


ae Calif. Vhis company otters tour elec- 
tric and two manual machines, all 


fer capable ol printing copy up to a 
ure ° . 
Sli around one cylinder and a blank stencil 
around the other. Turn the switch—that's 
all. A finished stencil 
ee in minutes. 


ett 
at ES 


GESTETNER CORPORATION 
216 Lake Avenue, Dept. 33, Yonkers, N. Y. | 
Send descriptive literature and specimens. 


NAME 

ADDRESS 
COMPANY. 
city STATE. 


Golden Streak Copy-Rite stencil duplicator 


maximum size of 844 by 15% 
inches. Machines are of the two. 
cylinder type, with a plastic carvier 
screen, and use paste or liquid ink. 
Among the features offered are a 
built-in interleaver-collator, accurate 
registration for second color re-runs, 
automatic feed, etc. Price 
$199 to $1,995. 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago 23. Heyer Lettergraph 
machines are offered in four man- 
ual models, with maximum printing 
area ranging from 714 by 101% 
inches to 814 by 14 inches. The 
company offers changeable super- 
pads, for rapid color changes. Price 
range: $36.57 to $94.87. 

Marr Duplicator Co., Inc., 53 
Park Place, New York 7. The Marr 
line comprises three electric and 
two manual machines, all of which 
can print copy to a maximum size 
of 71% by 15 inches. Machines tea- 
ture automatic count of printed 


range: 


sheets only, accurate registration for | 


re-runs, automatic paper alignment, 
automatic roller release, etc. Price 
range: $97.50 to $950. 

Mercury Business Machines Co., 
Inc., 900 Broadway, New York 3. 
Firm has Roto line which includes 
two electric and two manual mod- 
els. Maximum printing size is 814 
by 14 inches. Price range is from 
$199.75 to $665. 

The Multistamp Co., P. O. Box 
1249, Norfolk 1, Virginia. ‘The 
Multistamp line comprises five man- 


ual duplicators of the small hand 


stamp or rocker type. Maximum size 
of printed area ranges trom 314 by 


by Wolber Duplicator & Supply Co. 
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7, inches to 73g by 105/16 inches. 
The smaller models are designed 
for use in direct imprinting on car- 
tons and boxes, or labels and tags. 
Price range: $9.50 to $44.50. 

The Print-O-Matic Co., Inc., 724 
WV. Washington Blud., Chicago 6. 
Print-O-Matic offers a line of stencil 
duplicators, including both electric 
and manual models, and a card-size 
duplicator. Information on current 
products and prices was unavailable 
at press time. ee e@ e 

Rex - Rotary Distributing Corp., 
387 Park Ave. South, New York 16. 
The Rex-Rotary line includes five 
electric and four manual machines. 
Maximum size of printed area 
ranges from 814 by 131 » inches to 
1314 by 17 inches. The company 
offers a new lever assembly which 
makes possible the use of letter, 
legal or memo-size stencils without 
masking. The impression roller can 
be removed rapidly and replaced 
with a narrow impression roller for 
printing of narrow paper or post- 
cards. Price range: $207.40 to 
$980.50. 


Speed-O-Matic Co., 7640 W. Nor- 
ton Ave., Hollywood 46, Calif. This 
company offers the Speed-O-Matic 
postal card stencil duplicator in one 
manual model, capable of printing 
in sizes from 3 by 5 inches to 4 by 6 
inches. Machine features automatic 
feed, and impression roller adjust- 
ment. Price: $21.95 
supplies) 

Speed-O-Print Corp., 1801 W. 
Larchmont Ave., Chicago 13. Intor- 
mation on = current products and 
prices was unavailable as press time. 


(includes some 


Vari-Color Duplicator Co., 435 S. 
Lincoln, Shawnee, Okla. The Vari- 
Color line comprises four manual 
machines, with maximum printing 
area sizes ranging from 314 by 514 
inches to 814 by 14 inches. Features 
wailable include automatic feeding 
and inking, and accurate registra- 
tion for reruns. Price range: $15.95 
to $99.50. 

Weber Marking Systems, Div. of 
Weber Addressing Machine Co., 
Weber Industrial Park, Mt. 
Prospect, Ill. Weber offers two elec- 
tric and two manual label printing 
machines, and twelve handprinters. 
Maximum copy sizes range from 7% 
by 234 inches to 3 by 7 inches. The 
label printing machines automati- 


Inc., 


MARCH 1960 


cally feed stock in paper rolls, 
count, Cut to size desired, and stack. 
Label printing machines can con- 
vert to rubber plate printing. Price 
range: handprinters, $7 to $31; ma- 
chines, $309.75 to $624.75. 

Wolber Duplicator & Supply Co., 
1201 Cortland St., Chicago 14. Wol- 
ber offers one Copy-Rite stencil 
duplicator, a manual machine which 
will print copy to a maximum size 


roller release. Price: $158.47. Firm 
also has new model called Copyrite 
Golden Streak which provides two 
ways of moistening the copy paper 
—roller or wick. 
Offset 

The offset process as used in the 
ofhce is a simplified version of the 
printing process known as_ photo- 
offset lithography. Like that process, 
it turns out work of high quality; 


of 9 by 14 inches. Features include 
four-digit counter which registers 
only printed copies, adjustable 


it also is based upon the principle 
that oil (or grease) and water do 
not readily mix. 

In order to use offset duplicating 


stacking guides, automatic pressure 


Be Ne ee 


. a duplicator 


anyone 
can operate! 


A demonstration will show you the new features that make it 
easy for anyone to run the HEYER Mark Ill Conqueror 


After a few minutes instruction, anyone can duplicate ~ 
clear, sharp copies in | to 5 colors of anything 
typed, written or drawn on a spirit master. Now, 
duplicating is as easy as dialing the telephone 

and just as fast! At no increase in price you get 

such wanted features as a new feed table that 
eliminates those tricky side rubber adjustments; 
highly visible re-set counter that saves time and paper; 
adjustable feed wheels for wrinkle-free, non-skip 
feeding: and feed tension control for dialing correct 
tension on all types of papers—from thin papers 

to post cards—even newsprint. An example of 
effortless operation is the automatic start-stop on 
electric models. The motor clicks off automatically 
when the last sheet is printed. And your Heyer nt pees. srvee ES 8 = 4 
Conqueror never becomes obsolete. Parts are = for ite introduction. i 
available for Heyer Duplicators made many years He — 3 
ago and new advances are designed for uted 5 
adaptation on present Conquerors. 


The new Heyer Conqueror Paper 
 Fotder.* Here’s a folder you'll be 
gible to load and start—then walk 

away! It automatically feeds any — 
<4 = paper, gives all popular 


Conqueror prices begin at just 
$214.50°*. The Electric Mark II! 
Conqueror, shown above, is 
$299.50°° 

**Plus Federal Excise Tax. 


“Always Makes 
a Good Impression"’ 


HEYER INC. 1822-A S. Kostner Ave. | 


Chicago 23, I. 


[© Please send my Personalized Desk Pad and Literature on | 
Conqueror Duplicators. | 
| would like to have a one week FREE trial of a Conqueror | 
Spirit Duplicator. 
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TOOLS FOF THE OFFICE) 


equipment, a master or plate must 
first be prepared. This may be made 
of paper, metal, or plastic. The de- 
sired copy can be transferred to it 
with a typewriter (utilizing an 
appropriate ribbon), or with any 
writing or drawing implement 
which is able to produce the neces- 
sary greasy image. Or offset masters 
can be prepared photographically, 
or by other copying techniques 
such as xerography, photocopy, veri- 
fax, diazo, and facsimile. 

No matter which method of 
preparation is used, the resulting 
image appears on the master in the 
form of greasy lines which repel 
water. 

The master is then wrapped 
around the rotating drum of a 
duplicator. As the drum rotates, 
several successive steps take place: 

First, the master passes under a 
roller which applies a light film of 
water. This water adheres to the 
background areas of the image, but 
is repelled by the greasy areas 
which correspond to the lines and 
letters of the original. The master 
then passes under a roller which 
carries ink with a special greasy 
consistency. This ink is repelled by 
the water-covered areas of the mas- 
ter, which form the background, 
but adheres to the greasy areas. The 
image is now, in effect written in 
ink on a water background. 

The third step 

The third step involves the mas- 
ter coming in contact with a third 
roller called the blanket cylinder. 

Copy paper is fed between the 
rotating blanket cylinder and an 
impression cylinder. The blanket 
cylinder prints on the paper; the 
impression cylinder presses _ the 
paper firmly against the blanket 
to insure a clear image. 

The action of the blanket cylin- 
der in “offsetting” the ink image 
from the master to the paper 
accounts for the name given to the 
process. It presses ink into paper 


_in such a way that clear copies may 


be made even of such complicated 
originals as halftones and art work. 

Printing may be accomplished in 
a great variety of colors, and since 
the equipment is generally of pre- 
cision quality and its registration 
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is exact, copies may be run through 
several times, when several different 
colors are wanted on each copy. 

The offset process is a high-speed 
duplicating method. The speed of 
operation varies with the machine 
and the materials used, but models 
for office use are available with a 
designed speed of 9,000 copies an 
hour. With some weights and quali- 
ties of paper and masters, optimum 
speeds are somewhat lower, but 
speeds from 4,500 to 8,000 copies 
an hour are standard. 

The process is well suited to runs 
of as few as ten copies if inexpen- 
sive masters are used. On the other 
hand, with some types of metal 
plates, it may be possible to obtain 
well over 100,000 copies. 
Advances in design 

Although offset equipment may 
be more difficult to operate than, 
for instance, a spirit duplicator, new 
advances in machine design have 
reduced the skill necessary by mak- 
ing a number of the functions auto- 
matic. Examples are automatic 
moistening of the master when it 
is first placed on the machine, auto- 
matic cleaning of blankets, auto- 
matic adjustment olf roller pressures 
to accommodate varying weights of 
paper stock and masters, and auto- 
matic balancing of the ink and 
water mixture. 

The initial purchase price of olf- 
set machines is still relatively high, 
but the cost per copy, particularly 
in the case of runs of 100 copies or 
more is very low —a traction of a 
cent per copy. In the case of runs 
of 1,000 or more, the cost per copy 
may be as small as .003 cents. Cost 
figures, of course, vary with the 
quality of the materials used, as well 
as with the length of the run. 


The Manufacturers 
Addressograph-Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17. 
Addressograph-Multigraph’s Multi- 
lith offset machines (not to be 
confused with the company’s Multi- 
graph relief machines which are 
described in the Relief Process sec- 
tion of this department) are avail- 
able in eight models, all electrically 
powered. Maximum printed copy 
size ranges from 934 inches to 17 by 
191% inches. Any number of printing 
colors are available, and on _ two- 
headed duplicators, two colors can 
be run at once. Among features 
offered are automated feed, double- 


sheet eliminators, automatic blanke 
cleaning, etc. Price range: $995.00. 

Davidson Corp. (Subsidiary of 
Mergenthaler Linotype Co.), 29 
Ryerson St., Brooklyn 5, N. Y. 
Davidson offers the Dual Lith line 
of offset presses and the Dav-A- 
Matic line of offset duplicators. The 
Dual Lith line includes ten electri- 
cally powered models, with maxi- 
mum printing sizes ranging trom 
10 to 14 inches to 14 by 17% 
inches, depending on the model. 
Features offered include automatic 
feed, delivery, inking, sheet detec. 
tion, etc. Dual Lith price range: 
$3,100 to $5,200. The Dav-A-Matic 
line includes eight electrically pow. 
ered models, all of which will print 
copy to a maximum size of 1314 by 
1014 inches. Eight automatic fea- 
tures are offered, including feed, 
blanket cleaning, facilities for num- 
bering and perforating, etc. depend- 
ing on the model. Dav-A-Matic price 
range: $1,600 to $2,500. 


A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Dick offers two 
offset duplicators for general offset 
work, and five automated offset du- 
plicators, intended especially for 
highly repetitive systems paperwork. 
Both types are designed to operate 
at speeds up to 9,000 copies per 
hour. Maximum printing area size 
for both automated and regular 
models ranges from 914 by 13 inches 
to 1014 by 161% inches. Features 
include Aquamatic control tor as- 
suring the proper balance between 
ink and fountain solution, machine 
cycle and copy count control for 
routine or specialized duplicating. 
Machines can use new magnetic ink, 
which can be read by electronic 
sorting equipment. 

Gevaert Co. of America, Inc., 321 
W. 54th St., New York 19. Firm 
recently introduced an aluminum 
printing plate that can be prepared 
in less than one minute for offset 
duplication of optically reduced or 
enlarged images. The new plate, 
known as the “Gevacopy Rapid 
Aluminum Offset Plate” is based 
on a certain process by which pho- 
tographic material is exposed to art 
or documents. An image is devel- 
oped and then physically transferred 
to the surface of an aluminum offset 
plate in a matter of seconds. 


M. P. Goodkin Co., 112 Arling- 
ton St., Newark 2. Firm has new 
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The all-new DITTO 


MASTERFAX 
does 4 jobs in 1! 


4 


MAKES SPIRIT MASTERS IN 15 SECONDS, without 
a typing carbon, from original copy on Masterfax paper 
—also from newspapers, letters, business forms. Elim- 
inates retyping, rewriting, redrawing. 


MAKES OFFSET MASTERS from image on Masterfax 
paper for high quality, long runs. Original remains un- 
changed—use it many times. Use any grade and size 
offset mat. Makes masters in about 15 seconds. 


MAKES LOW-COST FACSIMILES from any original: 
newspaper clipping, letterhead, business form. Also, 
from image on Masterfax paper, makes copies on any 
weight, grade of paper—even cloth! 


PLUS FEATURE—IT LAMINATES! Covers papers, 
documents with tough, plastic coating. Protects 
against dirt, age, handling. Enhances appearance of 
papers. Costs only pennies! 


FOR FULL DETAILS AND DEMONSTRATION call 
your local DITTO Sales Representative, or mail coupon. 


O 
@ Ditto 


For fifty years the helping hand for modern business 


MARCH 1960 


DITTO, INC., 


Gentlemen: Without obligation, please— 


C0 Send me full particulars on the amazing new 
DITTO MASTERFAX. 


oO Have your Sales Representative arrange a demonstration. 


NAME, TITLE 


| 6834 McCormick Rd., Chicago 45, Il!. 


COMPANY 


ADDRESS. 


CITY. ZONE____STATE 
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camera called Goodkin Vertical 
“SS” designed for use with Ektalith 
and Gevacopy processes. 

Photostat Corp., 1001 Jefferson 
Rd., Rochester 23, N. Y. Photostat 
otters the Photostat Masterlith Off- 
set Duplicator, available with three 
different receiving mechanisms and 
various special-purpose attachments. 
Paper to be printed may vary in 
size from 3 by 3 inches to 11 by 1514 
inches; printed image may vary 
from a dot to a maximum size of 
974 by 135/16 inches. Operating 
speed is variable, from 3,400 to 
7,200 sheets per hour. Features in- 
clude simplified controls, gripper 
control of paper throughout print- 
ing cycle, extra teed lever at  re- 
ceiver, variable gripper mechanism, 
removable ink unit. Price: $3,336. 


Spirit 


ne OA 


per The spirit: process—sometimes re- 
a ferred to as the “fluid,” “liquid,” 
=i an or “liquid hectograph” — gets its 
ohm name from the fact that it uses 
alcohol as a solvent for the aniline 
*y dyes with which it prints. While it 
is chemically similar to the gelatin 
process it employs a different me- 
chanical system. 

As the first step in the process, a 

{Master must be prepared, using 
special paper with a special carbon 
face-up underneath it. When the 
material to be copied is typed, 
written, or drawn onto the master, 
its image appears on the back ol 
that sheet, in the form of dye trans- 
ferred from the special carbon. The 
image, of course, appears in re- 
a versed form. 
a The master is placed around the 
rotating drum of the duplicating 
machine. (Some simpler forms ol 
duplicators use a tray on which the 
master is placed flat.) 

During the revolution of the 
drum, a sheet of glossy copy paper 
is fed into the machine, and moist- 
ened slightly with a solution which 
contains alcohol. When the paper 
meets the master, the alcohol solu- 
4 tion serves as a solvent acting to 

remove a thin layer of dye from 
the master. This dye is deposited on 
the copy paper to make the final 


e Shown here are two new units designed to make masters for offset reproduction. 
& copy. At top is “Masterfax” machine by Ditto, and bottom, Eastman Kodak’s new photo- 


Like the gelatin technique, each graphic system of reproduction called Ektalith. 
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- LOWER PHOTOCOPY costs ! a 


Vote PS aN So ae f . . NR a as EA ate’. 5 Oy 


mpd 


NO SPECIAL CHEMICALS! NO ACCESSORIES TO BUY! 


A new photocopy breakthrough by PHoToRAPiID! Photorapid MULTICOPY—the photo- 
copy paper that is specially made for offices where 3 to 12 perfect, clean copies are 
needed. MULTICOPY requires only one negative to make up to 12 copies! So there's 
no wasted time — no wasted negative paper to make the number of copies you need. 


OFFERS THESE EXCLUSIVE ADVANTAGES! 


@ Lowers photocopy costs! 


@ Use your single copy photocopy paper or Multicopy with the same solution! 
No special equipment needed. 


@ No waste! Make just the number of copies you need from a single negative. 
@ Makes the cleanest, clearest black and white copies you've ever made! 
@ Copies anything the eye can see—from any color—in any light! 


FREE TRIAL in youR OWN PLANT OR OFFICE 


Call, wire or mail coupon to your nearest Photorapid Division Office. 


— ima am 1 
aa 
Photorapta. CORPORATION | We would like a free trial of the new PHOTORAPID MuLTICoPy | 
| PAPER in our office without obligation. Department OM-8 | 
EASTERN DIVISION CENTRAL DIVISION WESTERN DIVISION | ______.We now own a photocopy machine. ‘ | 
Dept. OM-8 Dept. OM-8 Dept. OM-8 | ___We would also like a free trial of the new PHOTORAPID§ | 
236 Fifth Ave. 3620 Oakton St. 142 Oregon St. | ELECTRA PHOTOCOPY MACHINE. | 
New York 1, N.Y. Skokie, Illinois El Segundo, Calif. | | 
MUrray Hill 9-3676 JUniper 8-1600 ORegon 8-9025 | NE — | 
DUnkirk 5-7291 | —_—— ; = : Se ee | 
MULTICOPY is manufactured for PHOTORAPID CORPORA- ; es _ a 
TION by Gevaert Photo-Producten N. V., Mortsel-Antwerp, Belgium, 

ee a, Se ee a : ; 
| ee SE eee | 
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copy is slightly fainter than the one 
before; however, with a_ properly 
prepared master, it is possible to 
obtain runs of several hundred 
copies. 

The standard printing color is 
purple, since this generally pro- 
duces the longest runs and the clear- 
est copies. Carbons of various colors 
are available, however, and a variety 
ol colors may be used on one master 
simply by changing the carbon. 
Copy paper may be of almost any 
color. 

Masters may be prepared by 
hand, typewriter, standard printing 
methods, xerography, and facsimile. 
Operating speeds vary, and speed 
of operation has an effect on copy 
quality. Although certain types of 
equipment may be able to turn out 
200 copies per minute, speeds of 
from 80 to 120 copies per minute 
are usually considered standard. 
Manually operated equipment is, 
naturally, a bit slower. Most are 
designed to produce copies at speeds 
of from 40 to 60 copies per minute. 

The process is inexpensive, and 
the cost per copy decreases as the 
length of the run increases. 


The Manufacturers 


Bankers & Merchants, Inc., 4410 
N. Ravenswood Ave., Chicago 40. 
Firm offers Faymus manual dupli- 
cator. Maximum size of printed area 
is 81% by 11 inches. Price: $88. 

Bohn Duplicator Co., 444 Park 
Ave. South, N. Y. 16. Bohn offers 
BDC Rex Rotary, available in one 
electric and one manually powered 
model. Maximum size of printed 
area is 8 by 14 inches. Masters may 
be prepared by typing or drawing. 
Features include automatic master 
clamp, single sheet feed, trays which 
close to form self-contained case, etc. 
Price: $175 for hand model; $275 
for electric. 

Columbia Ribbon & Carbon Mfg. 
Co., Herbhill Rd., Glen Cove, L. 1., 
N. Y. This company offers the Co- 
lumbia Transfer process, which uses 
standard spirit duplicating equip- 
ment, but which is designed to be 
clean to the touch. It is described 
in the “Special Liquid” section. 

Copy-Craft, Inc., 105 Chambers 
St., New York 7. Copy-Craft offers 
the Ormig line, which includes both 


Ormig spirit duplicator equipment available 


straight duplicators and electronic 
selective data duplicators. Straight 
duplicators include six electric and 
three manual models; selective data 
duplicators include seven electric 
and one manual model. Maximum 
copy size ranges from 9 by 14 to 
14 by 17 inches, depending on the 
type of machine and model. Straight 
duplicators offer such features as 
automatic clamping device, direct 
wick moistening device, adjustable 
pressure control, four-digit counter, 
separate addressing device, etc. Line 
includes a systems model which fea- 
tures seated position lor operator, 
front return of copies, etc. Price 
range for straight duplicators: $75 
to $1,105. Selective data duplicators 
are made in various models de- 
signed to perform specific tasks. The 
line selection machine permits print- 
ing, from one master, without 
masks, blockouts, second masters or 
shingled forms: variable headings, 
fixed headings, and 1, 2, or 3 se- 
lected lines, condensing the data 
onto a smaller form if desired. 
Column eliminating and _ shilting 
machine will print from one master, 
without masks, etc.: all or part of 
the heading, and 1, 2, or 3 adjacent 
columns, condensing the data onto 
a smaller form where desired. Price 
range for selective data duplicators: 
$840 to $7,695. 

Copy-Plus, Inc., 2817 W. Carmen 
Ave., Milwaukee 9. Copy-Plus offers 
four electric and eight manual ma- 
chines. Pacesetter, Curvette, and 
Unigraph models can print a maxi- 
mum copy area of 9 by 17 inches. 
The Ambassador models can print 


from Copy-Craft Inc. 


a maximum area ol 14 by 17 inches. 
Masters can be typed, written, or 
drawn. Price range: $146.48 to 
$469.48. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Dick offers four 
electric and two manual spirit du- 
plicators which can be used inter- 
changeably with the Azograph 
process, described in the “Special 
Liquid” section. Maximum printing 
areas range from 9 by 1414 inches 
to 11 by 1414 inches, depending on 
the model. Masters may be _pre- 
pared using ball-point pen, type- 
writer, stylus, printing press, ad- 
dressograph, or tabulator. Features 
include automatic single sheet feed- 
ing system, continuous or intermit- 
tent cylinder cycling, adjustable 
impression roller, etc. 

Ditto, Inc., 6800 McCormick Rd., 
Chicago 45. Ditto offers five electric 
and four manual spirit duplicators. 
Maximum printing areas range 
from 81% by 135% inches to 171% by 
1334 inches, depending on the 
model. Masters may be prepared 
using stylus, pen, pencil, typewriter 
or tabulator. Some machines feature 
automatic feed, counting, etc. Price 
range: $187.25 to $1,325.93. Ditto 
has also recently introduced the new 
DITTO Masterfax machine which 
performs four office functions: (1) 
It will make direct (spirit) process 
masters; (2) It will make offset 
masters; (3) It will make facsimile 
copies; and (4) It laminates. 

Duplicopy Co., 224 W. II linots 
St., Chicago 10. Firm offers Dupli- 
copy line of spirit duplicators with 
three manually powered models. 
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e Automated paperwork production has saved thou- 
Movin e sands of dollars a year and expedited customer de- 
liveries for B. F. Goodrich Tire Company, a Division 
of The B. F. Goodrich Company. Using A. B. Dick 
e automated offset duplicators, they’ve increased the 
tires efficiency of their integrated data processing system, 
doubled the speed of internal order-invoice paper- 
work and all but eliminated the chance of errors. 
With this system, a basic 11-part order set and 
nN a er 9-part invoice set are produced from a single typing. 
O p p The original order master is used to create addi- 
tional masters, permitting the invoice set to be 
produced days or even weeks later. The spare master 
» eliminates re-typing and additional proof-reading. 
; For a detailed description of The B. F. Goodrich 
® Company system—including flow chart—send the 
ZS j coupon below. Or call your A. B. Dick Company 
4 distributor, listed in the Yellow Pages. 
es. 
or ® 
to ® 
A-B-DICK — : 
nur DUPLICATING PRODUCTS : 
lu- 3 
er- i 
ph { 
‘ial ; 
ing 3 
hes 3 
on 7 
re 3 
e- J 
- q 
res 3 
ed- > 
ut- a 
ble 5 
bd. 
TiC 
ors. 
ge 
by 
the 
red 
iter 
ure 
‘ice i unthunithan chalice 
itto 
ew A. B. DICK COMPANY, Dept. OM-30 
: 5700 W. Touhy Ave., Chicago 48, Illinois 
ich Yes, send me complete facts and flow chart on the 
(1) B. F. Goodrich paperwork system. 
- Name 
iile Title : 
vale Firm 
pli- ; Address ; 
‘ith } 
els. City Zone State ‘ 
- 
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Two spirit duplicators. At top, unit of 
DuPrints Inc. Below: Speedliner model. 


Maximum printing size ranges from 
4 by 7 inches to 814 by 14 inches. 
Price range: $129.50 to $192. 

DuPrints, Inc., 1502 8. Main St., 
Los Angeles 15. DuPrints offers the 
Duplicarbo line of spirit duplica- 
tors, including five electric and five 
manual machines. Maximum print- 
ing size ranges from 9 by 14 inches 
to 19 by 28 inches, depending on 
the model. The largest size is said 
to be useful for shipping firms, 
freight forwarders, exporters, etc. 
Price range: $169.47 to $995. Firm 
also offers Windsor spirit duplica- 
tors which are made in Italy with 
price range of from $180.27 to 
$418.70. 

The Heyer Corp., 1850 8. Kostner 
Ave., Chicago 23. Heyer ofters the 
Conqueror line, including two elec- 
tric and one manual models. Maxi- 
mum printing size for all models is 
9 by 14 inches. Features include 
automatic start and stop on electric 
models; masters can be filed and 
re-used, and information can be 
added to master for future runs; 
adjustable feed wheels which grip 
paper at outer edge, feed-tension 
control, direct gear-drive counter, 
etc. Price range: $227.39 to $343.97. 

Master Addresser Co., 6500 W. 
Lake St., Minneoplis 26. This com- 
pany offers the Master Portable Du- 
plicator, available in two manually 
operated models. Maximum size ol 


printed area is 814 by 11 or 14 
inches, depending on the model. 
Prices: $37.50 and $44.50. 

Old Town Corp., 750 Pacific St., 
Brooklyn, N. Y. Old ‘Town line in- 
cludes two manual and two electric 
models. Maximum copy size ranges 
from 9 by 17 inches to 18 by 17 
inches. Price range: $226 to $650. 

Rex-O-graph Div., General Bind- 
ing Corp., 1101 Skokie Highway, 
Northbrook, Ill, The Rex-O-graph 
line includes tour electric and three 
manual machines. Maximum copy 
size ranges from 9 by 17 inches to 
14 by 17 inches, depending on the 
model. Price range: $209.88 to 
$1,038.80. 

Rex-Rotary Distributing Corp., 
387 Park Ave. South, N. Y. Rex- 
Rotary offers the Fordigraph line, 
consisting ol two manual models, 
with maximum printing size of 814 
by 14 inches. The machines are 
portable, equipped with handles; 
leeding and receiving trays fold up 
to close the machine. Features: in- 
clude automatic paper feed, reset- 
able copy counter, automatic 
master-clamp, etc. Prices: $158.69 
and $174.65. 

Speedliner Co., 4404 N. Ravens- 
wood Ave., Chicago 40. Speedliner 
offers one manual machine which 
prints to a maximum size of 9 by 14 
inches. Price: $89.57. 

Standard Duplicating Machines 
Corp., 1935 Revere Beach Blvd., 
Everett 49, Mass. Standard otters the 
Starline series of duplicators, capa- 
ble of handling copy ranging from 
small finance coupons to 13 by 14 
inch sheets. Depending on the 
model, features include: electronic 
feed, designed to insure exact regis- 
tration where hand-feeding and 
speed are desired; automatic feed, 
which handles 16, 20, 24 Ib. paper 
stock or duplicator card and tag 
stock; electric foot switch for auto- 
matic operation; “lazy-susan” fea- 
ture for installations where variable 
working positions are desired, etc. 

Vari-Color Duplicator Co., 435 S. 
Lincoln, Shawnee, Okla. Two man- 
ual spirit duplicators are oftered, 
both printing copy to a maximum 
size of 814 by 14 inches. Machines 
feature automatic feeding and ink- 
ing. Prices: $76.50 and $99.95. 

Wolber Duplicator & Supply Co., 
1201 Cortland St., Chicago 14. The 
Copy-Rite line of spirit duplicators 
consists of one electric and one 


manual machine, both printing copy 
to a maximum size of 9 by 14 
inches. Features available include 
automatic fluid control, five posi. 
tion color control, single contro] 
action, which starts current, activates 
fluid flow and sets rollers in oper. 
ation, automatic shut-off, and 
“Margi-Set,” which can raise or 
lower copy during operation. Prices; 
$210.41 and $317.47. 


The relief process prints trom 
embossed or raised letters, as a type- 
writer or rubber hand stamp. The 
letters may be inked directly as in 
the case of a hand stamp, or they 
may print through an inked ribbon, 
as does a typewriter. Most machines 
can use either of the two techniques, 
Relief process equipment usually 
prints from raised metal (or rubber) 
type, which is set by hand into 
channels on either a rotating drum 
or a flat printing head, depending 
on the design of the equipment. 

In order to make a copy, paper 
is fed between the type (inked by 
a roller or covered by an_ inked 
ribbon) and an impression surface. 
In the case of a rotary machine, this 
surface is an impression cylinder. 

If the inked-ribbon method is 
used, the resulting copy is very simi- 
lar to typewriting. Because ol this, 
relief process machines are often 
used to prepare letters or other ma- 
terial in which items such as names 
and addresses are to be filled in 
later. 


Suited to long runs 


Copies which are made from type 
which is inked directly have quali- 
ties very much like those obtainable 
by standard letterpress printing. 

The technique is very well suited 
to long runs because typesetting is a 
somewhat slow operation and hardly 
worthwhile for short runs. Due to 
the durability of the type, runs ol 
several hundred thousand copies 
can be made. Using power-driven 
equipment, average speeds of 6,000 
copies an hour may be expected. 

Paper colors and weights have a 
wide variety. Printing colors are re 
stricted only by the availability ol 
inks and/or ribbons. Much of the 
equipment is most accurate in regis 
tration thereby making _ possible 
good re-runs in additional colors. 
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CIBA PHARMACEUTICAL 
PRODUCTS CUTS 
INTERNAL 
DUPLICATING 

COSTS WITH 

DAVIDSON DUAL-LITH 


Headquartered at its 80-acre main plant in Summit, New 
Jersey, CIBA PHARMACEUTICAL PRODUCTS INC., produces a 
wide range of prescription and non-prescription drugs. Sales 
last year amounted to more than $37,000,000. 

A constant flow of top-quality support literature is essen- 
tial in this highly competitive industry, and cra relies 
heavily on its Davidson Dual-Lith Model 233 for brochures, 
marketing bulletins, sales manuals, research findings and 
other promotion material. 

The Dual-Lith is used for all “professional-quality” work. 
It can turn out 100,000 impressions of a multi-color brochure 
to the same high standards with which it turns out 35 copies 
of the Board of Directors’ report. And for workaday routine 
printing, the Dual-Lith 233’s 14” by 17%” sheet size often 
allows several impressions of a job to be run on a single 
sheet. This means greater speed, efficiency and economy. 

Despite the Dual-Lith’s heavy work-load, cra has experi- 
enced less than 1% hours of machine down-time in over 18 
months. 

The Davidson Dual-Lith Model 233 combines outstand- 
ing dependability, superb printing quality and unmatched 
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ii nciton see 


economy. For the complete story on how it helps c1pa PHAR- 
MACEUTICAL PRODUCTS, call your Davidson Distributor (he’s 
listed in the Yellow Pages) or write to Davidson Corporation, 
29 Ryerson Street, Brooklyn 5, N. Y. 

FREE! These booklets show you how to take the work 
out of paper work! 


DAVIDSON CORPORATION ons 
Subsidiary of Mergenthaler Linotype Company 
29 Ryerson Street, Brooklyn 5, New York 


Please send me Case History No. B24—plus 
other free booklets. 


Name. 
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Once the type has been set, du- 
plicating costs are low. Under stand- 
ard conditions, per copy costs may 
be less than a filth of a cent, vary- 
ing, of course, with the quality of 
the paper used. 


The Manufacturers 


Addressograph-Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17. 
The Addressograph line of Multi- 
graph machines (as distinguished 
from the company’s Multilith ma- 
chines, which operate on the offset 
principle and are described in that 
section of this department), com- 
prises twelve electrically powered 
and three manually operated mod- 
els. Maximum sizes of printed area 
range from 8 by 121% inches to 16 
by 21 inches, depending on the 
model. Masters may be prepared 
from loose type, or by electrotype 
or stereotype. An unlimited number 
of printing colors are available, any 
two of which may be run at the 


same time on a two-headed machine. 
Features available include a signa- 
ture attachment, a numbering at- 
tachment, perforating, scoring, slit- 


ting, etc. Price range: $310 to 
$3,185. 
Davidson Corp. (Subsidiary of 


Mergenthaler Linotype Co.), 29 
Ryerson St., Brooklyn 5, N. Y. 
Davidson offers the Dual Lith line, 
which includes models that can be 
used for letterpress, as well as for 
offset work. The line includes ten 
electrically powered models, with 
maximum printing sizes ranging 
from 10 by 14 inches to 14 by 171% 
inches, depending on the model. 
Features offered include automatic 
feed, delivery, inking, sheet detec- 
tion, etc. Price range: $3,100 to 
$5,200. 

A. Kimball Co., Rewe St., Brook- 
lyn 11, N.Y. Kimball's Roto Kimco 
line includes three basic rotary-type 
models, which may be electrically 
or manually operated. Machines 
print from type or logo (rubber or 
metal, rubber mats or electros) . 
Maximum size of printed area is 


in the Sensational Swing to 


Follow America’s Leading Firms” / 


COBALT BLUEZPROCESS 


SHARP, NO-STAIN SPIRIT CARBON 
FOR TABULATORS e TELETYPE 
HIGH SPEED PRINTERS e AUTOMATED MACHINES 


— and for straight duplicating! 


The completely new formula that 
has revolutionized spirit duplica- 
ting versatility and quality! The 
ONE duplicating master with 
ALL the features users want: 

300 and more perfect copies 
on any spirit duplicating equip- 
ment following existing methods. 
DEMONSTRATION TEST: No 
obligation. Contact your Old 
Town dealer or write us for data. 


OLD TOW 
Es 


Names on request. 


N CORPORATION 
tablished 1917 


750 Pacific Street, Brooklyn 38, N.Y. 


Use Readers’ Inquiry Coupon on Paje 112 


43% inches by 23%, or by 434, or by 
65/16 inches, depending on the 
model. Features include automatic 
feed and registration for reruns, 
Prices: $750, $850, and $950. 

Weber Marking Systems, Div. of 
Weber Addressing Machine Co, 
Inc., Weber Industrial Park, Mt. 
Prospect, Ill. Weber offers rubber 
plate label printing machines which 
will print copy in sizes from 1% by 
2 inches to 414 by 6 inches, at the 
rate of 105 per minute. The ma. 
chines use pressure-sensitive rubber 
type which can be changed accord. 
ing to the variable information de. 
sired, and re-used indefinitely. Ma- 
chine can convert to stencil printing 
(see “Stencil section). Machines 
can automatically feed stock in 
paper rolls, count, cut to desired 
size and stack. 


Gelatin 


The gelatin process, like the 
spirit process, makes use of aniline 
dyes. Both processes are sometimes 
called “hectograph,” the spirit 
process being distinguished as 
“liquid hectograph.”” While _ the 
methods are chemically very similar, 
they differ in their mechanical ar- 
rangements. 

In the gelatin process, prepara- 
tion of a master is step number 
one. It can be done by typing, 
writing, or drawing on a hectograph 
carbon, which is placed face down 
on top of the master sheet. (In the 
spirit process, the carbon is placed 
face up under the master). It is 
also possible to type, write, or draw 
directly onto the master, using a 
hectograph ribbon, ink, or crayon. 


The Manufacturers 


Columbia Ribbon & Carbon Mfg. 
Co., Inc., Herbhill Rd., Glen Cove, 
L. 1., N. Y. The Columbia No. 1 
Duplicator is a simple machine, of 
the flat bed type, manually oper- 
ated. The gelatin roll accommodates 
five consecutive master copies, size 
81% by 11 inches. Price of machine: 
$28; roll: $4.41. 

The Heyer Corp., 1850 8. Kostner 
Ave., Chicago 23. The Heyer line 
comprises eleven manually operated 
models, which print in maximum 
sizes ranging from 6 by 1014 inches 
to 15 by 18 inches, depending on 
the model. Printing colors available 
are purple, red, blue, green, black. 
Price range: $2.75 to $39.50. 


OFFICE MANAGEMENT 


are | 


hy, is 
% ae 532 
5 
om. 
; 
by 
ee 
{ith 
3 With 
cl Cour 
a to th 
: PS He 
4 uous 
save 
‘ : acco) 
je: 3 oor 
cali oper 
# ton. 
4 € . read 
a W 
F F We’ 
7 own 
_ | 
:  — De Pho 
ie , os as abi 
| 4 
o i | 
I a | 
A Pas 
qP3 es Ml 
{| 84 PE 
‘id 
wy 5 » a # - . . a —— ot ; 2 ” > boas 7 Mi is - i — 
ce i ie —_———— oe fo . ees 
a7 ae —- | a <7 


yet not one 
of them waits over 
24 hours to have 
documents recorded! 


With a work load of 300 documents per day, Monroe 
County manages to provide 24-hour recording service 
to the public. 

How? This large county uses two Photostat® Contin- 
uous Recorders. These fully automated photocopiers 
save up to three hours per day over previous methods, 
according to Deputy County Clerk Kenneth T. Power. 

“They do everything but think,” he says. “All the 
operator does is position the document and push a but- 
ton. Minutes later, he gets dry, collated photocopies, 
ready for trimming.” 


What’s your photocopying 


We'll be glad to help you work out solutions for your 
own paperwork problems. Our technical representatives 
are specialists in planning the best photocopying meth- 


RT tre 


unre im 
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Monroe County also uses its Photostat Continuous 
Recorders to copy index books—permitting safe storage 
of the original index. Copying costs were cut from $1900 
for hand-copying to about $125 today—a $1775 saving! 

For permanence and exacting detail, County Clerk 
James L. Wiles and Deputy Power selected Photostat 
Photographic Paper after comparison tests with other 
papers. Combined with Photostat Equipment, Photostat 
Paper assures consistent copies at a constant exposure 
time and transcribes a wide range of colors successfully 
—so important in copying seals, stamps, and signatures. 


problem? 


ods for all kinds of businesses. Drop us a line if you'd 
like a man to call—or fill out the coupon for informative 
bulletins. 


Photocopying Equipment: Choose from 
a broad line of models. We supply equip- 
ment for any photocopying purpose. 


Microfilming Equipment: We supply and 
service complete micro- and miniature- 
film equipment in all sizes and types. 
Also available—cameras, viewers, pro- 
jectors, printers, and a complete line of 
accessories. 


Paper, Microfilm and Supplies. You can 
depend on getting the paper, film, and 
chemicals you need, in the quantities 
you want and at just the right time, 
when you standardize on Photostat. Con- 
stant research and development pro- 
grams assure you products that keep up 
with your changing needs. 


PHOTOSTAT CORPORATION 
Rochester 3, New York 


oF Itek corPORATION 
PHOTOSTAT 1S A TRADEMARK OF PHOTOSTAT CORPORATION 


A SUBSIDIARY 


PHOTOSTAT CORPORATION 
Dept. OM17-1, Rochester 3, N. Y. 
A subsidiary of Itek Corporation. 


C Photocopy Equipment 
Photostat Corporation means all these... Soe 


PROJECTION PHOTOCOPYING equipment and supplies Name 


O Name of nearest Photostat 


Sales and Service Office 


OFFICE COPYING equipment and supplies 


OFFSET DUPLICATING equipment and supplies 
PROCEDURAL MICROFILMING equipment and supplies 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


The COFFIELD y 
EVERLASTING 
Interchangeable 


ORGANIZATION 
CHART 


STO 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


im) imi 


wot TSE Saas RE: eae fais 
Sizes to tit Any Organization Structure 
Eliminates All Costly Drafting 
Photographs for Sharp Prints 
Invaluable as a Visual Training Aid 
All Parts Are Movable and Re-usable 
Solves Your Chart Problem Forever 
Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-3 
MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 174, ILL. 
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Special Liquid 


The special liquid category in- 
cludes the Azograph and _ the 
Columbia Transfer processes. These 
techniques are designed to produce 
copies with the ease and simplicity 
of the spirit process, but without 
the risk of staining. 

Whichever method is used, the 
staining problem is solved by not 
exposing the dyes to the operator's 
touch. These techniques are in- 
tended for the same type of work 
as the spirit process. In general, 
they sacrifice length of run_ for 
cleanliness of operation; it is as- 
sumed that standard runs will not 
exceed 100 copies by any great 
margin. 

As with the spirit process, copies 
become fainter as the run progresses 
and the quality of dye on the master 
decreases. 


The Manufacturers 


Columbia Ribbon & Carbon Mfg. 
Co., Inc., Herbhill Rd., Glen Cove, 


L.1., N. Y. This company offers the 
Columbia Transfer process, which 
makes use of standard spirit dupli- 
cating equipment. The use of spe- 
cial masters eliminates the stain 
problem inherent in spirit duplicat- 
ing. Columbia Transfer Sets may be 
prepared by all the methods used 
for preparing spirit masters. The 
company, while it does not, itself, 
produce the duplicating equipment, 
does provide the Transfer sets re- 
quired for the process. 

A. B. Dick Co., 5700 Touhy Ave., 
Chicago 31. The Azograph line in- 
cludes four electric and two manu- 
ally powered models, any of which 
can also be used for spirit process 
duplicating. Maximum printing 
area ranges from 9 by 141% to 1] 
by 1414 inches, depending on the 
model. Masters may be _ prepared 
using ball-point pen, typewriter, 
stylus, printing press, addressograph 
and tabulator. Features include 
automatic single sheet feeding sys. 
tem which feeds paper of substance 
16 to 20 and card stock down to and 
including the last sheet; continuous 
on intermittent cylinder cycling, ad- 
justable impression roller, etc. 


“Ket |i : 


.-- be heard there! 


Noise won't bother when you telephone from 
a ‘‘Hear Here” Acousti-Booth. It soaks up 
machine, traffic and crowd noises before they 
interfere with clear hearing and distinct speech. 
The original doorless booth . . . as always, 
its acoustical performance is guaranteed; con- 
struction, top-quality; finish, attractive. 


For description and prices 
ack for Bulletin No. A-142-4N 
BURGESS-MANNING COMPANY 


Architectural Products Division 
749 East Park, Libertyville, Ill. 


212 Fifth Avenue 


HANDY BINDER For 
| “OFFICE MANAGEMENT’ 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


Protect your copies of 
OFFICE MANAGE. 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues. Binders are made 
of heavy-weight board 
and are covered with 
dark blue, drill quality, 
imitation leather stamped 
in gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


New York 10, New York 


Use Readers’ Inquiry Coupon on Page 112 
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Another example of Addressograph-Multigraph cost-cutting 


Ne | 


ia al 


How 5 salesmen contact 6,000 
"Joes, Jims and Bills’ every month 


Moore & Wright Co. is a thriving Aetna in- 
surance agency in Port Huron, Michigan. Like 
many another independent agency, it faced a 
big customer relations problem—keeping its 
five producers in monthly contact with their 
6,000 customers. 

"This is a Joe, Jim and Bill business,” says Edw. R. 
Moore, president. “You don't lose customers if 
you keep a close bond with them.” Mr. Moore 
recently decided that Addressograph Methods 
offered a most economical way to help tighten 
customer contacts and develop new business. 

With Addressograph Automation, Moore & 
Wright Co. now sends out 6,000 personalized 


letters a month. Even more important, 


© 1960 A-M Corporation 


Addressograph plates are carefully coded, so 
that special letters are automatically sent to 
selected groups— according to their present 
policies or future needs. An Addressograph 
Model 1938 Letter Writer prints the letterhead, 
date, customer's name and address, salutation, 
the letter itself and the signature ... all at the 
rate of 30 to 50 letters a minute and at a cost 
of only 1/3¢ per letter! 

This is just one of many ways Addressograph 
Methods can build volume and cut costs for your 
business, large or small. Ask the nearby 
Addressograph field office to show you how. 
Or write Addressograph-Multigraph Corpora- 
tion, Cleveland 17, Ohio. 


Addressograph Model 
1938 Letter Writer 


*Trade-Mark 


Cutting costs 
is our business 


on _ Addressagraph- Multigraph 


_ oe MACHINES FOR BUSINESS RECORDS 


SERVING SMALL 
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BUSINESS ° 


BIG BUSINESS ° EVERY BUSINESS 
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How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


sy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate—Type or Write on 
Cards, Snap in Grooves 


yy Ideal for Production, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $4g*%° with cards. 
24-PAGE BOOKLET NO. G-400 
FREE Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


Yanceyville, North Carolina 


Traffic, Inventory, 


Use EAC Quality Cards SEs 


OS } A 


for Efficient, Economical Processing 


Write ... wire. . 


time in your data processing operation. 


. or phone for fast delivery 
of stock cards. Our inventory is maintained to 
assure shipment same day order is received. EAC 
gvaranteed quality and service eliminates down 


Electronic Accounting Card Corporation 
P.O. Box 1088 High Point, N.C 


Please send me price list and samples 


Nome 


Address 


eeeeeeeeeeneeeeeesensees 


| Codo Mfg. 
| Cole Steel Equipment 


| Colonial 
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Supplies 

Duplicating supplies are, ol 
course, essential to the duplicating 
process. Supplies vary greatly with 
each different process as partially 
illustrated by chart on page 70. 
In order to make a wise decision in 
the choice of supplies, and for spe- 
cific details, one should contact 
either the manufacturer through a 
regional or local distributor, or the 
local office equipment and station- 
erv dealer. 

The following is a list of some 
of the major manufacturers of 
duplicating supplies: 

ABC Ribbon & Carbon Corp., 321 

Broadway, New York. 

Ace Duplicating Supply Co., Inc., 


2616 Sunset Blod., Los Angeles | 


20. 


Addo-X Inc., 300 Park Ave., New | 


York. 

Addressograph-Multigraph Corp., 
1200 Babbitt Road, Cleveland 17. 

Allied Carbon & Ribbon Mfg. 
Corp., 165 Duane St., New York 
13. 

American Stencil Mfg. Co., 2714 
Walnut St., Denver 5. 

American Type Founders Co., 200 
Elmora Ave., Elizabeth, N. J. 

Bainbridge, Kimpton & Haupt, Inc., 
218 Greenwich St., New York 7. 

Bankers & Merchants, Inc., 3220 
N. Sheffield, Chicago. 

Bohn Duplicator Corp., 444 Park 
Ave. South, New York. 

Borroughs Mfg. Co., 3002 N. Bur- 
dick, Kalamazoo, Michigan. 

Carpenter Mfg. Co., 260 Bradley 
St., Somerville 45, Mass. 

Carteret Printing Co., 480 Canal 
St., New York. 

The Carter’s Ink Co., 239 First St., 
Cambridge 42, Mass. 

Co., Leetsdale, Pa. 

Co., 

Madison Ave., New York. 

Carbon 8110 St. 
Louis, Skokie, Illinois. 

Columbia Ribbon and Carbon Mfg. 
Co., 551 Herb Hill Road, Glen 
Cove, New York. 


415 


Ca., 


Colwell Litho Products, Inc., 316 


Chicago Ave., Minneapolis, Minn. 


Copease Corp., 425 Park Ave., New | 


York. 
Copy-Craft, Inc., 105 Chambers St., 
New York 7. 


| Copy Plus Inc., 2817 W. Carmen, | 


Milwaukee, Wisconsin. 
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Copymation, Inc., 5650 N. Western 
Ave., Chicago 45. 

Davidson Corp., c/o Mergenthaler 
Linotype Co., 29 Ryerson St, 
Brooklyn, New York. 

A. B. Dick Co., 5700 Touhy Ave, 
Chicago 31. 

Ditto, Inc., 6800 McCormick Road, 
Chicago 45. 

Duplicators, Inc., 200 East 72nd 
St., New York 21. 

Duplicopy Co., 224 W. Illinois St, 
Chicago 10. 

Du Prints, Inc., 1502 S. Main St, 
Los Angeles 15. 

Eaton Carbon & Ribbon Corp., 170 
Tillary St., Brooklyn 1, N. Y. 
Economy Sales & Service Co., 2624 
Sunset Bluvd., Los Angeles 26. 
Encore Inc., P. O. Box 344, Miami 

44, Fla. 


NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


9 


eee 
ey UNREAD, tae 
x OUT HERE ‘ 


Keep your confidential papers and records 
from the prying eyes of unauthorized per- 
sons by quick, easy destruction right in 
your own office with the SHREDMASTER 
Bantam 10. Anyone can operate. Handsome, 
modern design and clean, noise free opera- 
tion suitable to any office. Yours at a new 
low price. 

FREE: itiustrated, descriptive folder giving 
details of free trial. Just write today to Dept. 


“™ SHREDMASTER 


CORPORATION 


Manufacturers also of the Clipper 14, only heavier duty 
shredding machine suitable for o: - 
Sales and Service in principal cities in U.S. and Canad& 
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Teletype machines help 


cut costly paperwork 


A Teletype machine equipped with a simple sprocket-feed 
mechanism can handle multi-carbon forms as readily as the more 
familiar plain paper on which messages are transmitted. Thus 
distances can be bridged not only with information, but with 
information that is preprocessed, ready to go to work. 

Example: A sales order is transmitted from branch office to 
home office and reproduced accurately and precisely on 
a form in the Teletype machine—with carbons for production, 
accounting, shipping, etc. No further order-writing 
effort needed, no recopying errors. 

Teletype printers handle a wide variety of multi-copy 
forms. Moreover, the usefulness of this technique can be 
further extended with Teletype tape punching and reading 
equipment—which can capture, store and utilize repetitive 
data to further mechanize paperwork procedures. 

For more information about Teletype Model 28 
equipment, please write to Teletype Corporation, 

Dept. 35C, 4100 Fullerton Ave., Chicago 39, Illinois 
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Typing Tape Punch Tape Reader 


Send-Receive Page Printer Automatic Send-Receive Set 


TELETYPE 


CORPORATION 


suesiviary of Western Electric Company we 


CS 2 Oe a a 


at +4 
mire 
ern Ee 1 
, ima 
aler po ee , oe 
B 7 ad es La rf . + oe to on ‘ 4 > a i" P. 
St q aa faci? ei tt ta fl ak peat ~ ~ a” eso See Poe ed ie Z 
we ; ht od ae — ait - ee erty “4 OS Cae an i 
3 < i a at ' # ib " i , q . — “Erm, pees fing a = i : i oa _ * q , 
fe esi » aie a See eaten a ‘ cet ce ee : " aor 
ve. 4 a sil * teteky — ° P aes fe [aa aes yr Kak 
” E ed ~ a - it ee 4 pare Ses Ta8 
: - £ , nl 3 —_ : eR: sai 7 7: it. ee 
by * r p '~ ye . 2 if 2 ay i gate. > ei * : F . . 
) is ae cos wh: . "ae f P: ; Fuki i | Ng. 
ad, y s coy B ta : sd * Ps —) bd a i 4 : eo < a i | i ao . 
eS ‘ rem 6 . fie % é : 2 
" he oe ; . ——-_ F ‘ noe 4 : dle Es 
ee le Pape oS * te - Pic 2 : 3 ; = 2 ae 
; au. 38 aaa Ms ohn Pas : j eae 
< ’. = i 2 a, rs vie Am 2 ae cate 
St ay: oan tae a ae ae eas 
‘* 3 3x oar Px: ne im : Pee ¥ “ 
“Wiles _ Sa be 6. & - ‘ eee on beat 
Hi _. ee é wee & J see _ g + 2b ai) 5 
St rh os ; se ren _ Pere ees ’ 7 ee a 
a a : poe PI + eg es i a “ re ‘ 4 i hal) oo aoe ee 
* a " SA * <r my ek a ee y Gad” : 
Ph Wales , ee . wwree, ween os oS ne eae . 4 _ i er 
ig ia a ae = o> nem Pe eiene : : ee. et ee a C. oo 
170 ie . re 950 oi scan oe ; PA arenes . * per ek ce a * Sone me 
a ; 28 : ne < Sy Pe or: 0% 
y 4 ‘= 2 * Oe ete ws * #2 8 arg + ss 4 4 7 Ye * are 
% ~ : Sf 7 wee ay ‘ 4 “— § TS a — r 
, aa ES def “ ooo So ‘ ‘ 2 oa a: Tr ae 
624 1 a +a r ey os ee . = ~ oe — xa be E/ a7 ~e ce A ; qos 4 
. ie ; : = a > ae sh ‘ eae a 
. See rs + = . oe ten wd ee = e 5 ; “a P vf Ps 
ami ie _ Se ne — ay ; . 7 a 
et Se 2 . re ‘ 2 : - - A 
i © : ‘a a eo = : : eal | 
ie. — ae | 2 F ry : ee 
1 oe & ej bien eS at oe & % fil a 4 r ee 
— i. 2 oS emee = r ee is ‘od % = 
es sea ag , Yr Sites : : a : 
Pe fi Ce ae on “e | ‘arene j 
4 ‘ hh. 72s —_ eh Ge a 2. : Bos a pe | & 7 SC Sy aoe 4 
_ = ; a. me : OS ape ia ae ae) ee 7 
ae hee | GP Beene cag: eae . . : ; . ; » . 
, - 7 nagar se Lye > - Meme SS ‘ Monts Le isk “wigs dain : a . 
—3 oe oa hing: fm igie ee f - > = 
)) Aaa Re te oe — = E 
bs - Yea fms , a a os a ’ of = = — 7 — “4 ar + 
— | j Sg ey, } “~ 7 ; a gk &S | oo _— : 4 i ‘ 
te. ; Wz: / s ie 4 Eee eee i x al a 
“ce 2 7 ee een i <<, ty i. os ga” = Be Ni a3 i =: i 
+ sae ” ms ~ ; Fe “> ’ q mer fh Abie “it Be eis. Pi a ‘ ’ cy 
xa " oS 2 2 = at ee res ee Nee ie a ‘ 5 i 
ae a Ee Bx as aS ; a yam Re 
ee he ‘ —— ee 4 &: 23— cS ' a. it \ ae 
RR Ps , Ss : 7 —n a ao Si 4 a , 
ill ——— | VC are [ae a 
A Z * Bo? /koxta Matt} Sec Bros BY 4 a 
i os : & diss a : meta “ nie 
_ ° 2a , a ys A j ——} AE a a : a a) y a 1 
a a il is SS nage ji le ae: } 2 ae: 
a ‘ _— bs: er ae] i Se i a - ? eee 
; 4 " = 7 — os = cS eee ee) Sone 
; , — > : po ~— ge SR ms Pe a" - ete. 
— A ae me) 8 
iia eS : : ‘ > me <r ee eae ele i { . A hie = . . 
" v — ia 4: : ee & ee ot Pee ia ase a a oe 4 2 a): 
? ; ni ea “e 4 Pe a Bo livt i a. fn melt " Ne 4 4 ie 4 
eu es = : 4 io % ites : 3 go) me 
+ PH f, % f 5 wen ) ¥ —- : . 7 > my. ne? ee 2 ie au - ; 4 fal iw 
7 y ure. 
“ sue 
“ a 
— + | : 
| < di P ‘ i 5 
i > é ag 
‘ a” A a 
<e a : 
Me i 
N i 
~ aE ls 
eS i 
a 
a 
, x, ——— a i ee 
= = - 
] — ro. i ie 
; 7 a = 
17 : , val ‘' é ib an 
ds a ‘eS oe ) a | coat 
T- 4 . . ew a 
‘ “ 3 F eh ) f re 
- . e i SE iby ol 
ER = j ; é } ~ — 
al — tes 
u ] ‘ “ ane} = (vas 
a- ' ine 
"5 ee , 
oi? hae 
7 
ee 
f re . 
Sl ee a 
{ s 
% i e 
ie 
= 
7 = 5 
NT eS 4 
ea Ke 
ail 
| yf 
co) e. -_* 
. — a ss ee om ine oe | Cees ea ; a AN . ‘Sen 
‘4 a Bets i - OT a a “% - ! ; . 
- ro, ‘ Me { 4 : eee Yee a _— « r 4 
7 5 i oe : ry _ ae = : a: 
be a oe ¥ ay i . a ae: e * fy ni ye a 
P.. Be a a, % = 7 , As “y — f ors “i K. P ‘gen a ey 
a SS # fee aaa: mod a 3 7 
| Fe | e.g __ : Bed a ; > f . a 
eo £: eae : cgi oe . fe eS 


TOOLS J OF THE OFFICE) 


Federal Mining & Mfg. Co., 222 
Kearney Ave., Jersey City 4, N. J. 

Frankel Carbon & Ribbon Co., 285 
Rio Grande Blvd., Denver 19. 

Franklin Ribbon & Carbon Co., 
172-8 Nassau St., Brooklyn 1, 
i 

General Binding Co., Rex-O-Graph 
Div., 1101 Skokie Highway, 
Northbrook, Ill. 

General Photo Products Co., 15 
Summit Ave., Chatham, N. J. 
Graphic Duplicator Co., 125 Feni- 

more Road, Mamaroneck, N. Y. 
Milo Harding Co., 500 S. Monterey 
Pass Road, Monterey Park, Cal. 


Hart Mfg. Co., 2400 Endicott St., 
St. Paul, Minn. 

Hecto Products, Inc., 110 W. 17th 
St., New York 11. 

Henko Supply Co., 
Elizabeth, N. J. 

Heyer, Inc., 1850 S. Kostner Ave., 
Chicago 23. 

Impoil Co., Inc. (Formerly Federal 
Mining & Mfg. Co.), 222 Kearney 
Ave., Jersey City 4, N. J. 

Interchemical Corp., Cotan Div., 
341 Oliver St., Newark, N. J. 

Jakiela Products, 2644 N. Western 
Ave., Chicago 47. 

Kee Lox Mfg. Co., 10 Kee Lox 
Place, Rochester 1, N. Y. 

Kores Carbon Paper & Ribbon 
Corp., 701 Whittier St., New 
York 59. 


546 Pine St., 


MODERN 


ELEVATOR STAND 


VALUE rar asove THE PRICE 
‘QUIET unpercoaten To ABSORB NOISE 


NO. 1695 


MORE FOR 
YOUR MONEY 


@ All steel 

@ Power pedal 

@ Rattle proof — quiet 

@ 2 drop leaves 

@ Elbow-type arms 

@ Tubular legs 

@ Soft rubber casters roll smoothly 

@ One foot adjusts for uneven floors 

@ Baked enamel finish; also available in colorful 
wood-grain plastic tops. 

EXCLUSIVE FEATURE: 1-piece leg bracket 


FOR COMPLETE INFORMAT 


MASO MASO elevator stands are ideal for electric 
SPECIAL typewriters, adding machines, calculators and 
other office equipment. 
CHOICE OF COLORS 

Mist Green “4 I 

Gray * 

Desert Tan >) 6 

Olive Green Exclusive 

Brown One Foot Adjustable Power Pedal 


SSS SS SaaS ae 
Interstate Metal Products Co., Inc. 
(Office Equipment Division) 

666 Lake Shore Drive, Chicago 11, Ill. 


Established 1933 


i 

| 

‘ 
Other EXTRA VALUE products : 
by INTERSTATE include a g 
i 

4 

| 

I 

] 

' 


wide variety of bookcases, NAME 
storage cabinets; steel eleva- TITLE L. 
tor-type stands for heavy ciuasaae 

; a il- 
business machines; office util aun 


ity stands, plastic chair mats. 


Please send us FREE Office Equipment Catalog and price 
list on MASO quality products. 


(City) ———~*«‘Zomed)=«S=S*«( State) 


Krayer Mfg. Co., 542-548 Pem St. 
Elizabeth 1, N. J. 

Leedall Products Mfg. Co., Main 
St., Milltown 3, N. J. 

Mailers Service & Equipment Co, 
40 West 15th St., New York 1], 

Marr Duplicator Co., Inc., 53 Park 
Place, New York 7. 

Master Addresser Co., 6500 W. 
Lake, Minneapolis 16, Minn. 
Mercury Business Machines Co., 
Inc., 900 Broadway, New York 3. 
Mimeo Mfg. Co., Inc., 401 Broad. 

way, New York 13. 

Mutual Engineering & Mfg. Co., 
1124 E. 108th St., Los Angeles 59, 

National Business Forms Assoc., 207 
E. Broward Blvd., Fort Lauder. 
dale, Fla. 

Old Town Corporation, 750 Pacific 
St., Brooklyn 38, N. Y. 

Peerless-Imperial Co., Inc., 28 Peer- 
less Place, Newark 5. N. J. 

Peerless Ink Corp., 258 Broadway, 
New York 7 

Pekas Duplicator Co., Lock Box 33, 
Lesterville, S. D. 

Polychrome Corp., 2 Ashburton 
Ave., Yonkers 2, N. Y. 

Print-O-Matic Co., 724 W. Wash- 
ington Blud., Chicago 6. 

Queen Ribbon & Carbon Co., 101 
02 37th Ave., Corona, N. Y. 

Repeat-O-Type Stencil Mfg. Co., 
Inc., 153-157 Coffey St., Brook. 
lyn 31, N. Y. 

Rex-O-Graph, Inc. (Subsidiary of 
General Binding Corp.), 1101 
Skokie Highway, Northbrook, Ill. 

Rex-Rotary Distributing Co., 387 
Park Ave. South, New York 16. 

Rose Carbon & Ribbon Co., 1000 
South 4th St., Harrison, N. ]. 

§. & M. Distributing Co., 3875 Gar- 
land, Wheat Ridge, Colo. 

The Shallcross Co., 48 & Grays 
Ferry Road, Philadelphia 43, Pa 

Speedliner Duplicator Co., 4404 N. 
Ravenswood Ave., Chicago 40. 

Speed-O-Print Corp., 1801 W. 
Larchmont Ave., Chicago. 

S. S. Stafford, Inc., 609 Washington 
St., New York 14. 

Stationers’ Guild of America, 1421 
Chestnut St., Philadelphia 2. 
Underwood Corp., 1 Park Ave. 

New York 16. 

Weber Addressing Machine Co., 
215 E. Prospect Ave., Mt. Pros 
pect, Ill. 


4 
F. 8. Webster Co., 1-23 Amherst St. 


Cambridge 42, Mass. 
Wolber Duplicator & Supply Co. 
1201 Cortlandt St., Chicago 14. 
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NCR PAPER 
is preferred by 
cost-conscious 
businesses 
everywhere 
because it produces 


MULTIPLE COPIES 


NCR PAPER SAVES MONEY. 


The price of NCR Paper is sometimes higher 
than forms with carbons, but the time saved 
and other advantages far exceed any in- 
crease in price. 


NCR PAPER SPEEDS HANDiING. 


Repeated testing proves the average clerical 
worker can do 30% more work per day if 
he works with forms on NCR Paper! NCR 
Paper eliminates the need for carbon paper 
handling and disposal. 


NCR PAPER WON'T SMEAR. 


Regardless of the number of times a copy 
may be handled, the print will not smear or 
smudge. Because it eliminates carbon paper, 
NCR Paper will not soil hands or clothing. 


NCR PAPER PREVENTS ALTERATIONS. 


NCR Paper can be erased—but not without 
detection. This built-in protection makes it 
one of the safest papers available for busi- 
ness forms. 


NCR PAPER IS EASY TO USE. 


It produces up to 5 copies merely from the 
pressure of a ball point pen or pencil, and 
8 or more copies with a business machine 
or typewriter. 


NCR Paper is ideal for all types of business forms! Call your local 
printer or forms supplier today, and he’ll be glad to provide you NCR PAPER 


with free samples. ELI MI NATES 


ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, vayton 9, ono | CARBON PAPER 


1039 OFFICES IN 121 COUNTRIES + 76 YEARS OF HELPING BUSINESS SAVE MONEY 
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Computing Machine Divison i 


5 Beekman Street 
CONTROL SYSTEMS, INC. ; New York 38, New York 


Achieve your own 


rs ie 

met (fi 
TRACT-A-FHE 7 
ia 
e Expands Filing Space «ase 


¢ Speeds Work « Lowers Costs 
* Easy to Install « Safe to Use 


TRACT-A-FILE adds to filing capacity—subtracts from filing time—often 
pays for itself in first year. Volume storage simplified. Uses “home” (hang- 
ing type) folders or your present folders and movable followers. Single 
row of stationary TRACT-A-FILE cabinets (in letter, legal, and special-sized 
models) supports up to two rows of easy-to-move cabinets in front by 
means of overhead rails. No wall or ceiling suspension. Separate cabinets 
formed as desired by stacking 3- or 4-shelf units. Send for detailed Bulletin. 
Sales territories available. 


PRODUCT OF Romsey * 116 SO. SEVENTH STREET « PHILA. 6, PA. 
COMPANY 


Phone: MArket 7-0879 


Use Readers’ Inquiry Coupon on Page 112 


92 


—————=_— OOO 


Conveyor— 
(From Page 26) 


pressure in the tube. Within a few 
seconds, a file clerk receives the slip, 
checks it against information in the 
files, and returns the slip to the 
telephone operator by a multi 
channel conveyer belt. Because of 
the speed of this system, even those 
calls involving several listings can 
be answered while the customer jis 
on the phone, thus avoiding time. 
consuming and expensive call-backs, 


Belt conveyers 


1) Channel type. In this type, 
paper is held in an upright position 
between two stationary vertical 
guides, and conveyed by a motor 
driven belt running beneath them, 
The guides may be straight-sided 
and made of hard wood, V-shaped 
and made of sheet metal, or of 
molded aluminum alloy. 

The space between the guides 
and their height varies according 
to the width and height of the paper 
being conveyed. Short narrow-gauge 
guides would be used if the trathe 


| consists of small tickets or slips. The 


guides would have to be higher for 
larger pieces of paper in order to 
keep them from bending over, and 
of a wider gauge if, for instance, 
lolders or bulky envelopes are to be 
conveyed, 

The system may consist of one or 
as many as 30 channels. There is no 
mechanical limitation to the num- 
ber of channels, but there are prac- 
tical limitations. Banks of belts may 
be stacked one above the other. Or, 
running side by side, they can be 
made to move in either direction. 
Multi-channel belts are used where 
there is a concentration of one or 
two-way trafic between various in- 
dividuals or individual work. sta- 
tions in a given area. By using 
separate channels for the various 
individuals or individual work sta- 
tions, material can be carried to and 
fro among them without the need 
for sorting or other handling. 


(2) Flat type. This is the most 
widely used of all belt conveyers. 
A truly all-purpose conveyer, it is 
the workhorse of the mail order 
houses, post offices, and many other 
large businesses. It, too, has its place 
in paperwork operations, and be. 
cause of its low initial cost has inter- 
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NEW 


Moore Speediflex 


GIVES YOU THESE THREE 
FORMS-HANDLING BENEFITS 


Pe 


PERFECT REGISTER, PERFECT REFOLDING 


1 PERFECT FEEDING-The a] 

entire set of parts and carbon because there’s no tenting or in neater square packs results 
feeds, naturally and in perfect align- peaking, and both sides flow freely from stil! another advantage—Moore’s 
ment, around the writing platen. in natural, flexible movement. unique way of perforating the sets. 


This Moore ‘first’—a brand new concept—results in new 
forms-handling efficiency for users of continuous marginal 


punched forms. The revolutionary new dimension is the - THE SECRET Ss 
OF SPEEDIFLEX | 
_ The parts are bonded ~ 
together by flex-cut 
_ carbons, allowing flexi- 
bility in movement of | 
_ forms that has never — 
been possible before. © 


flex-cut carbon. It acts as a flexible bond between the vari- 
ous parts, and allows the Speediflex unit to flow naturally 
without ‘tenting’ or ‘peaking,’ aligning at the point of 
writing for perfect part-to-part register. This great new 
form introduces many other forms-handling benefits. For 
a demonstration, look up the Moore man in the telephone : a | 
directory or write the nearest Moore office. 


Speediflex is a patented product of Moore Business Forms, Inc. 


Moore Bustness Forms, INnc., Niagara Falls, N. Y.; Denton, 


Texas; Emeryville, Calif. Over 300 offices and factories through- = 
out the United States, Canada, Mexico, Cuba, Caribbean and noes 


Central America. bea ® 


Build control with 


MOORE BUSINESS FORMS 
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Prime requisites of conveyer project manager are imagination, skill 


esting potential uses for both the 
small and large office. As in other 
types of conveyer equipment, the 
ingenuity of the engineers and indi- 
vidual users has greatly increased 
its usefulness. There are simple and 
complicated devices for selective 
ejection of trays from the belt, and 
a wide variety of customer-engi- 
neered features to solve the prob- 
lems in individual] situations. It is 
also frequently used to complement 
other types of conveyers. For ex- 
ample, the central desk in a 
manual-type pneumatic tube system 


olten has a conveyer belt for trans- 
porting carriers between tube lines. 

(3) Vertical or “sandwich” types. 
The “sandwich” makes vertical con- 
veyance of paper possible by running 
two flat belts face-to-face and “sand- 
wiching” the paper between them. 
It is most often used for carrying 
papers between floors. Frequently, 
it is used in combination with 
channel or flat type belt conveyers, 
with automatic transfer of paper 
from one to the other. In this way, 
it serves as the connecting link be- 
tween floors. 


“eA WLBT 


Only Office Valet Units provide an efficient, com- 
pletely flexible space-saving and sanitary system 
of storing employee “wraps.” They will double § 
lockerroom capacity, and can be fitted into any 
available space near point of work. They keep 
wraps out in the open, spaced apart, aired, dry 


, 


and “in press.’ 


Office Valets accommodate 3 persons per sq. ft. 
of floor space. They are functional and modern 
in design, are beautiful in new baked enamel fin- 
ishes and are built for lifetime service of strongly 
welded and reinforced heavy gauge furniture 


steel. 


No. 342 Valet Woll 
Rack mounts directly on any 
available wall space. 3, 4, and 
5 ft. units interlock to make con- 
tinvous racks of any length. 


2U-4. This attractive 4-ft. 
double-faced unit 
accommodates 24 people. 


Exclusive Office Valet Design Features 


« or sd 
sc 


Se a a a a 


3U-4 Office Valet Rack. 4°3"’ 
long — capacity twelve coats 
and hots, overshoes and um- 
brellas. 3U Valets available 


2° he Ch a Cane 


ee, in any length 3'3’' and longer 
ms by the foot. 


$-6 Office Valet Costumer. Six 
spaced hangers —six individ- 
val hat spaces—and umbrella 
rack. Ideal for private offices 
ond reception rooms. 


Hats rest on high 
embossed ribs in 
spaces individual- 
ized by even higher 
cross ribs. Shelves 
slotted to permit 
drying and prevent 


Shelf bracket has 
new wide box de- 
sign and receives 
shelves from either 
right or left sides. 
Shelves snap-lock 
rigidly into posi- 
tion to make racks 
of any length. 


Manufactured only by 


dust accumulation. 


Rt. 83 and Madison St., Elmhurst, III. 


The forward edges 
of shelves are 
smooth wide 
closed face chan- 
nels. Forward ends 
of bracket arms 
provide slightly 
over-lapping ra- 
dius facing. Valet 
equipment always 
has a custom made 
appearance. 


VOGEL-PETERSON CO. 


Add-on feature as- 
sures not only 
maximum effi- 
ciency today but 
for future expan- 
sion or alteration 
as well. Exactly 
matching 3’, 4’ and 
5’ sections assure 
perfect fit in all 
situations. 


Sold by office i 
An wee 


Write for 
Bulletin OV-61 
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Vertical conveyers 

(1) “Dumbwaiter” type. Vertical 
conveyers of the “dumbwaiter”’ type, 
both manual and motor driven, also 
have their place in paperwork oper. 
ations. They are particularly useful 
where there is a steady flow of 
papers between floors, as in a one. 
story building where the mail room 
is in the basement. 

(2) Selective vertical conveyers. 
These have long played an impor- 
tant role in carrying mail and corre. 
spondence between floors in New 
York skyscrapers and other mullti- 
story buildings. They operate much 
like elevators except that selection 
of the floor destination is done by 
means of a lever on the outside of 
the shaft at each station. Trays or 
baskets (usually fiber glass) are 
used to transport the material, and 
are conveyed by a chain-type motor- 
driven mechanism. 


Gravity chutes 

Gravity chutes and slides such as 
mail chutes are also occasionally 
applicable to paperwork operations. 
The important thing to remember 
is that gravity can sometimes be put 
to work for us, and that it is the 
cheapest means of conveyance. The 
principle of gravity is used in pneu- 
matic-carrier ejection, and some- 
times in the automatic transfer of 
material from one conveyer system 
to another. Mail order houses use 
gravity slides and chutes of all types 
in the conveyance of both paper and 
packages. 


Others 

Other types of equipment that 
can also be adapted to transporta- 
tion of paper include overhead 
trolleys, pallet-type conveyers, and 
gravity rollers. The latter are fre- 
quently used in conjunction with 
belt conveyers. 

Underlying all types and systems, 
however, are the people who will 
plan them and make them run. 
Knowledge of paperwork flow and 
solid training in mail management 
are important. 

But the most important thing that 
a conveyer project manager must 
have is imagination and skill — and 
the willingness to accept a challenge. 
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SIMONIZ Super Anti-Slip FLOOR FINISH 


Wherever footing must be foolproof. Exclusive Ladium formulation combines extra 
hardness with extra safety. Self-polishing . . . buffable, too, for lasting beauty. No 
other safety finish or wax provides such bright, sure-footed, durable protection. 
Performance guaranteed to surprise and satisfy you—as it has thousands of others. 


Gaus - 


Available in 1-, 5-, 30- and 55-gallon sizes. Order from your Simoniz 
Commercial Products Distributor or mail the coupon today! 


SIMONIZ.! 


= 
FOR LONG WEAR-LESS CARE SUPER ari SUP 


Surraae 


Simoniz Company (Commercial Products Division—OM-3) 
2100 Indiana Avenue, Chicago 16, Illinois 


(J Without obligation, please send details on Simoniz 
Super Anti-Slip Floor Finish. 


(J Please send name of nearest Simoniz Distributor. 


Name 


Firm Name 


Heavy-Duty Floor Wax * Non-Scuff Floor Finish e Super 
Anti-Slip Floor Finish « Triple “A” Paste Floor Wax « 


Street Address 


P= = 


Heavy-Duty Vinyl Sponge « All-Purpose Concentrate 
Floor Cleaner « HiLite Furniture Polish 


City State 
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Fabrilite’ 


VINYL UPHOLSTERY 


This year ‘“‘Fabrilite’’* vinyl 
upholstery accents color... 
the most striking, uplifting 
colors you've ever welcomed 
into your office. And with 
“Fabrilite’ goes money-saving, 
easy care, extra-long wear. 
Marks and stains merely 
sponge away. Heavy traffic 
never shows. Ask for 
“Fabrilite’’ when you decorate 
—businessmen with an eye on 
beauty and budget do! 


aU PONT 


RES. U. 5. PAT.OFF 


BETTER THINGS FOR BETTER LIVING 
+ +» THROUGH CHEMISTRY 


*"Fabrilite’ is Du Pont's registered 
trademark for its elastic-supported 
vinyl upholstery. 


% a 52 m . 
& 96 Use Readers’ Inquiry Coupon on Page 112 
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Chairs shown from Monarch Furniture Company, High Point, N.C. 
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WHEN BUYING 
FLOORING, WEIGH 
THE TOTAL “BENEFITS” 


Each type offers different 
characteristics and effects 


By JOHN M. SINE 


Bold use of two materials—dark carpeting and light rubber “terazzo”—is seen in flooring of Berkshire Life Insurance Co. 


THE insatiable thirst of modern 
business for a working environment 
that is pleasing as well as func- 
tional has often taxed the supplier 
beyond his capabilities. Manulac- 
turers of floor coverings, however. 
have met this demand with a variety 
of products for every office require- 
ment, functional and aesthetic. The 
inherent capabilities of floor cover- 
ings are being improved; new prod- 
ucts leap to existence. Color, ex- 
travagent design, and totally new 
effects have made floor covering a 
major element of decoration in the 
contemporary office. (To next page) 
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Carpeting in secretarial area in Socony-Mobil 
Building, New York (above), reportedly cuts 
airborne noise by half. Wilton carpet loom 
(below) uses 100-year-old punch-card system, 
seen at top, to control weaving of patterns. 
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| DESIGN | Carpeting: good looking and acoustical, too 


Five major factors should influ- 
ence a purchase of floor covering: 
durability, cost of maintenance, ap- 
pearance, comfort, and degree of 
sound absorption. ‘‘Personal pref- 
erence” is the intangible quality 
quite capable of upsetting the most 
careful survey and influencing the 
purchase of one product over an- 
other. Not only do various areas of 
an office have individual require- 
ments but it is virtually impossible 
to judge one group of materials 
against another in all respects in a 
given situation. The total benefits 
derived from resilient tile flooring 
will be unlike those derived from 
wall-to-wall carpeting; each product 
contributes totally different char- 
acteristics and decorative effects. 


Resilient floor tiles have been 
gaining in popularity over rolled 
floor coverings of the same material 
because of the ease and relatively 
low cost of replacing a worn area. 
The most common materials used 
in making floor tiles are asphalt, 
linoleum, vinyl-asbestos, solid vinyl, 
rubber, and cork. The durability of 
a tile product will depend in part 
upon its resiliency, or ability to ex- 
pand upon impact and contract to 
its original shape. 

Floor tiles are being manufac- 
tured in a profusion of color and 
design; from the classic to exotic; 
in wild plum, valle peach, canta- 
loupe; in gold dust, silver chips or 
copper impregnations. Traditional 
Hooring materials such as marble, 
oak planking, terrazzo, and mosaic 
have also been simulated by tile. 

Carpeting has become a highly 
desirable office furnishing for a mul- 
tiplicity of reasons. It has been a 
traditional item of luxury and is 
still extolled, first and foremost, for 
its appearance. As a much-desired 
office furnishing it has been doted 
upon by those seeking a symbol of 
achievement in the corporate “free- 
for-all.” This phenomena has often 
been observed (with seriousness) by 
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Uvalde Rock Asphalt’s Vina-Lux tiles. 


critical social writers. To the cha- 
grin of many of these seekers after 
status seekers, the functional ability 
of carpeting rates almost as highly 
as its aesthetic qualities. 

It is, among other things, a prime 
room sound-conditioner. Contempo- 
rary emphasis on the total office 
environment — air conditioning, 
lighting, color, seating—has brought 
about the scientific exploration of 
carpet’s ability to absorb office noise. 
The findings are significant. As a 
result of a series of tests made by 
the National Bureau of Standards, 
Washington, D.C., to determine the 
acoustical abilities of carpet, the 
American Institute of Carpeting 
issued the following general state- 
ment: “Test Series No. 1 showed 
that carpet’s Noise Reduction Co- 
efficient of .50-.60 makes it an effec- 
tive acoustical material, capable of 
significant airborn sound absorb- 
tion.” Other tests, the Institute re- 
ported, showed that the type of 
backing and underlay, as well as the 
density of the pile, played an im- 
portant part in developing the full 
acoustical abilities of a carpet. Em- 
phasizing carpeting’s role as a “dual 
provider,” the Institute pointed out 
that “many acoustical materials cur- 
rently on the market whose primary 
function is sound absorbtion, have 
a Noise Reduction Coefficient of 
from .50 to .80.” 

Aside from the scientific jargon, 
carpeting is a sheer joy to tender 
feet. Theaters, hotels, and restau- 
(To Page 102) 


Striking contrast in black and white is 
formed from tiles in reception area of Thonet 
showrooms (top), New York. Showroom of 
Jens Risom Designs Inc. (below) uses 
La France “Amerilux” carpeting. 
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COMFORT 


oe 


cool and relaxing 
as all outd 


Se ose . 


She stays fresh all day long... does better work ... when she’s “backed by 
the best’—-Cramer Posture Chairs. Simple fingertip adjustments fit the Cramer 


chair to her perfectly for restful support. Generous, full-depth foam cushions 


give luxurious cradling comfort. 


Write for complete details and name of nearest dealer. 


(Cramer POSTURE CHAIR CO., INC. 


625 Adams Street ° Kansas City 5, Kansas 
Use Readers’ Inquiry Coupon on Page 112 


OFFICE MANAGEMENT 
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EASILY MOVED * 100% SALVAGEABLE « THE LOOK OF PERMANENCY 


fact 


®@ A twist of a screwdriver locks accessories into 
Workwall's patented channel system: 1) desk 
tops; 2) letter trays; 3) lighting fixtures; 4) 
pictures; 5) credenzas; 6) magazine racks and 
7) bookshelves. (Not shown: coat racks, flower 
vases, etc.) This is the most-often employed 
and appreciated feature of the walls, say 
owners. 


®@ Priced low . . . and by the lineal foot. 


® Plastic finishes, glass; low-rail to ceiling with 


paTentin Giusdeds Sveveed many superior engineering features. 


MULTIPLIES YOUR USES OF THESE 


| HANDSOME WALLS ° = our catalog in Sweets Architectural file 
om or write for free brochure. 
WORKWALL 
ent PARTITIONS 
AND PANELING 
| A id Division of L. A. DARLING COMPANY — Bronson, Mich. 4 


- 


Use Readers’ Inauiry Coupon on Page 112 
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“OFFICE” — 
CONVEYOR — 


departmental and interdepartmental 
paper work movements. This unit moves 
individual forms and documents at 


. 
i any speed to meet specific flow requirements. 


Executives engaged in time study, methods, systems 
i or procedures are invited to write for Bulletin No. 500. 


ERCURY INDUSTRIES, INC. 
365 BROADWAY * HILLSDALE, N. J. 
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From this =) 
“idea book” . 


== =___h_ 


__.WayS to cut : 
office costs 
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What’s your office problem? Whether 


make the individual office worker gold mine of ideas. 
more efficient or improve office ap- 
pearance, the new 248-page Shaw- 
Walker Office Guide can help you. 


It also pictures, describes and 
prices 5000 items—Clutter-Proof 


desks; Correct seating chairs; Fil- SHAW-WALKER 


ing cabinets in 347 styles and 


A versatile and | 
flexible office conveyor | 
designed for handling of | 


rants have used it for years to im- 
part a sense of comfort to pleasure. 
seeking patrons. Used effectively in 
an office building it can reduce and 
mollify the most strenuous business 
atmosphere. Because of its charact- 
eristics carpeting is being placed in 
general work areas such as secre. 
tarial pools and bookkeeping de- 


| partments. Although it is not 


expected to wear as well as an ultra. 
hard surface, carpeting offers a sur- 
prising amount of resistance in 
heavily travelled areas. 


| Maintenance costs 


Some critics have remarked that 
habitual use of one sector of a floor 
will form a “runway” in the carpet, 


| Manufacturers point out that like 


any floor covering laid in sections, 
a replacement piece of carpet can 
easily be installed. The Radio City 
Music Hall, for instance, has main- 
tained the same carpet since 1933. 
To be sure, there have been sections 


_ replaced over the years, but the de- 


sign, and much of the original car- 
pet remains functional. 

A study was also conducted by the 
Carpet Institute to determine the | 
relative costs of maintenance of car- 
peted and non-carpeted areas. Ac 
cording to the Institute, “Carpeted 
floors cost less to maintain than 
non-carpeted floors. under any use 
conditions . . . Under the heaviest 
trafic and soil conditions, the main- | 
tenance savings with carpeted floors 
is the greatest. The savings with 
carpeted versus non-carpeted floors 


Fireproof record keeping equip- 
it’s to cut office costs, save space, ment; Automation accessories. A 


FREE 0 office and purchasing executives: 
Request on business letterhead or phone 
your Shaw-Walker representative. 


models; Simplified filing systems; MUSKEGON 34, MICHIGAN 


range from 50.7 per cent in heavy 
conditions, 40.3 per cent in medium, 
to 42 per cent in light conditions.” 
The Institute also stated that one 
of the main reasons for carpet’ 
success during the tests, “is that it 
tends to sustain its appearance level 
during use, retarding what is known 
as the ‘daily drop’ better than non 
carpeted surfaces.””. According to 
Industrial Sanitation Counselors, 
Inc., Louisville, Kentucky, an inde 
pendent cleaning organization 
which conducted the tests, it was 
impossible to draw a complete com 
parison between carpeted and non 
carpeted areas because of the vas 
difference between the inheren 
| qualities of each product. 
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THE ABC’s OF MCD — 
IN OFFICE COST CUTTING? 


BREAKTHROUGH 


By S. A. BIRN 
President, Serge A. Birn Company 
Louisville. Kentucky 


LET’S see how MCD works in 
practice. Assume a clerk checks 
typed copies of incoming orders 
against the orders themselves. Each 
copy accompanies the original 
order, and batches of orders and 
copies are delivered directly to the 
clerk’s desk, so that the entire work 
sequence is performed while she is 
seated. 

Basically, the steps the clerk per- 
forms in proofreading each order 
are these: 

(1) She picks up original order 
and copy. 

(2) She separates original order 
from typed copy. 

(3) She proofreads the heading 
of the order and copy. 

(4) She proofreads each item on 
the order and the copy. 

(5) She picks up the two sheets 
and aligns them. 

(6) She clips them together. 

(7) She puts the checked order 
and copy in an outgoing box. 
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These actions are performed for 
each order, and under Master Cleri- 
cal Data, each of these general ac- 
tions or “elements” has an assigned 
time value. But there are other 
actions which are part of the se- 
quence, even though they-do not 
occur every time the sequence is 
performed. Occasionally, the clerk 
will pick up the entire batch of 
orders, jog them into alignment, 
and put them down again. By ob- 
servation, or by reasoning, we de- 
termine how many times she does 
this in processing a given sequence 
of orders. Let’s say, on the average, 
she straightens the pile of orders 
and copies one time for every five 
orders proofread. We assign a fre- 
quency of 1/5 to the time values 
for these two occasional actions, 
and thus incorporate them in our 
total time standard for the opera- 
tion. Each of the actions that is 
performed every time is, of course, 
given its full time value. 

This sequence is all clear enough, 
except for perhaps the proofread- 
ing actions. How is it possible to 
assign values to these? 


On the surface they appear to 
be the most complicated actions in 
the sequence, yet they can be as- 
signed time values based on the 
type of order proofed, just as pick- 
ing up or jogging can be given 
values, too. For instance, checking 
a typical order heading might, on 
the average, involve comparing 24 
sets of digits and nineteen words, 
and might require seventeen “eye 
travels.” To each of these actions, 
the proper values are assigned in 
the Master Clerical Data “Cata- 
log.” The same can be done in 
checking order items. It remains 
only to list the average number of 
items on each order to determine 
the total time value that is cor- 
rect for these proofing sequences. 

So we are able to assign time 
values to any given clerical task 
not involving creative thinking. 
And these are the basic times to 
which allowance for fatigue, per- 
sonal time, coffee breaks and the 
like, should be added. This gen- 
erally results in a 12 to 20 per 
cent increase of the basic MCD 
standard. (To Next Page) 
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STRETCHING WALLS 
with DOLIN MOBILE STORAGE 


Hundreds of Dolin Mobile Storage Systems 
similar to those shown below, covering a 
wide range of applications, are in daily 
active use throughout the world. This 
proven, versatile pay-for-itself system op- 
erates on the principle of replacing elimin- 
ated aisle space for added equipment (files, 
shelving, bins, etc.) 


FILE CAPACITY DOUBLED 


Conversion of 4 drawer file cabinets to the 
Dolin Mobile Shelf Filing System actually 
doubled the file capacity in this highly 
active area. The same number of girls con- 
trol twice the amount of files. This com- 
plete installation paid for itself aimost 
immediately. Most standard types of file 
equipment (your existing equipment, too) 
have been adapted to Mobile Storage. 


SUPPLIES NEED 50% LESS SPACE 


Valuable floor space is saved in this typical 
Mobile Storage installation for office sup- 
plies in a leading insurance firm. Such sav- 
ings in many new high rental office and 
factory buildings throughout the country 
have paid for Mobile Storage equipment in 
only 1 or 2 years. The 2 mobile rows and 
rear fixed row of shelving on both sides 
of the room equal 6 rows with only 1 aisle 
—(3 aisles would normally be needed). 
Mobile equipment can be easily moved by 


girls. 
ee epee | 
| _FREE LAYOUT and SURVEY 
| DOLIN METAL PROD u 
| DEPT. MSOM, 315 LEXINGTON AVE. ! 
| BROOKLYN 16, N. : 
1 7 Please survey ou rea to show 4 
1 the benefits ~ J “MOBILE ‘STORAGE. (No 4 
1 obligation) H 
; (] Please send MOBILE STORAGE “IDEA KIT” 14 
I 
: NN caer ankcaasese enema aahien I 
WOO. nese eee eeeeeeeecesteeteeseeseesens : 
I ois ctadanicdeaavinicousemcoesie 
: De NIE osicciceasussivepcksesexanaaae 1 
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This, in essence, is the basis of 
the Master Clerical Data approach. 
It offers, we feel, a number of ad- 
vantages. An analyst, simply by 
looking at a clerical employee in 
action, can analyze the parts of the 
task quite quickly, and by select- 
ing the proper time value for each 
element in the task, can arrive at a 
reliable work standard quite quick- 
ly. Prolonged observations are not 
necessary; the essential actions of 
a simple task remain the same 
whether the employee is operating 
at a high performance or is 
“dragging his feet.” And the ac- 
tions each have a standard time 
value already established. 

Naturally, the projection of 
standardized time values against 
the components of a_ repetitive 
task could “freeze in’’ erroneous 
standards, if the task itself were 
being performed with unnecessary 
waste motions, or in some ineffi- 
cient manner. Thus, it is necessary 
before employing Master Clerical 
Data, to establish in interviews with 
each employee exactly what jobs 
he does, and observe just how he 
goes about them. This, however, is 
nothing more than a routine pro- 
cedure audit, and is usually carried 
out without any discussions of time 
or effort with the employee. It is 
just another phase of systems and 
procedures work. After each step in 
task has been checked and proved, 
it is a simple matter for a trained 
MCD analyst to determine the 
correct standard for the entire task. 


The creative worker 


Our studies have shown that 
over 60 per cent of the work done 
on the clerical level in offices is of 
routine nature susceptible to mea- 
surement. No attempt is made to 
apply measurement standards to 
employees whose various tasks em- 
body a lot of creative work. Rou- 
tine work must absorb an appre- 
ciable portion of their time, to 
make MCD application worthwhile. 

The final standard, which in- 
cludes all allowances and the make- 
ready time, serves as the perform- 
ance standard. This is what the 
performance should be. This is 
another way of saying that MCD 
makes it possible for office super- 
visors to compare actual office costs 
against a true cost standard. 


Of course, for practical purposes, 


Use Readers’ Inquiry Coupon on Page 112 


Start a girl 
up the ladder 
to a better 


job with 

more money. 
“Erase Without. 
a Trace!” 


Get famous 


A.W.Faber 


GRASER S7IK: 


The original grey eraser point 
—always best for erasing. 


—used by more 


able secretaries 


than all other 


pencil shaped 
erasers 


combined. 


REG. TM 686.506 


7099B with brush 20c. 7099 with- 
out brush 10c. Insist on the 
original and genuine EraserStik 
with the registered trade mark. 


SAPHIR HAND 
SHARPENER 


works like magic. 
Gives you the correct 
point on your 
EraserStik—then stops 
sharpening. 

If you use 
one, you need 
the other. Ask 
your Stationer. 


A.W.Faber-Castell 


Pencil Co., Inc., Newark 3, N. J. 


OFFICE MANAGEMENT 


AW.FaBER GRASERSTIK GUL SERVICED SERVICE) u.s.A. 7099B 


AW.FaBER &SRASERSTIK CALL SERVICE 5.4. 7099 
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the ofhce supervisor does not con- 
trol performance on each small 
job. Performance control is exer- 
cised on a much broader basis. The 
supervisor periodically receives a 
comparison of time actually spent 
on a variety of jobs performed by 
a clerk (or a group of clerks), as 
compared with the time that should 
be spent. This can be done daily, 
weekly or monthly, as conditions 
require. And the cost of the control 
is negligible. 


No “grievances’’ with MCD 


The fact that a catalog of ele- 
ments and times exists and can be 
used, does not explain the human 
relations success that users have 
had with the data. For this lies in 
the manner in which the data are 
applied. 

Unlike most contemporary sys- 
tems, MCD information is obtained 
directly from the person doing the 
job. The office supervisor con- 
tributes an initial understanding 
of the general department opera- 
tion and more or less orients the 
analyst as to department policies 
—what papers come in, what gen- 
erally is done with them, who does 
it, and where they go after the 
work is finished. 

But information as to precise 
methods, frequencies, and so on, 
comes from the people doing the 
work. These people are the real 
experts, and have better knowledge 
about their jobs than any outsider 
could hope to acquire. The em- 
ployees themselves, within certain 
common-sense limits, determine 
their own performance standards 
to the extent that they are con- 
sulted as to how the job is done. 
The time required to do the work 
never enters into the discussion 
since MCD data have a standard 
time for their performance, which 
is independent of how fast or slow 
a given person works. 

Since all the emphasis is on how 
the job is done, how many steps it 
takes, rather than how long it takes 
to do them, and since the em- 
ployees are contributing to the pro- 
gram themselves, and are being 
consulted as the foremost authori- 
ties on their work, acceptance in 
every case has ranged from agree- 
able to enthusiastic. 

What can one expect from an 
ofice measurement program? I do 
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Letters 
answered 


= PITNEY-BOWES 
@MAILOPENER 


Pitney-Bowes, INc. 
2956 Walnut Street, Stamford, Conn. 


Originator of the pos meter... 


S. and Ce anada. 


tage 


offices in 132 cities in U. 


e Correspondents can’t correspond 
without correspondence! If morning 
mail is ready when they are, letters 
get answered earlier. A MailOpener 
speeds up your business day! 


@ The MailOpener trims a hairline 
edge off the envelope neatly. quickly, 
safely. Operates efficiently on envelopes 
of any size. thickness or stock. Three 
models, including the hand-operated 
LH shown here for the small office. 
@ Call any Pitney-Bowes office. Just 
say you want a demonstration in your 
office. No obligation. Or write for free 
illustrated booklet. 
FREE: Send for handy desk or wall chart 


of new postal rates, with parcel post 
map and zone finder. 


Ain og eae 


MACHINE LOADING 


Fay ae —- 


Acme Visible Plannin 
easy to stay on top of 


Timing is the essence of high produc- 
tion at low cost. And Acme Visible 
Panels make it easy for you graphically 
to plan, schedule and follow through 
every job. Machine loading. Personnel 
assignment. Shipping. Data cards in 
pockets keep essential facts at your 
fingertips. Visible margins portray your 
scheduling and work progress at a 
glance. Send for full facts. 


g Panels make it 
your shop 


Pr Nen Ne VISIBLE | 


E Acme Visible Records, Inc. 
2103 West Allview Drive, Crozet, Va. 


If Please send free booklet on produc- 
&§ tion planning and control panels. 
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magnetic 


Visual Control Systems 


Make 

Pegs Obsolete 
Time and motion studies prove 
that the “Maggie” board offers 
the quickest and easiest way to 
chart sales, production, inven- 
tories, traffic, or any other phase 


of your business. At a glance 
you know what is happening. 


Permanent colored magnetic in- 
dicators that can be moved with 
finger-tip ease—and stay put — 
make cards, pegs, and other 
nuisance devices obsolete. The 
first cost is the last cost. Pack- 
aged kits begin at $49.50. 

For information on the most modern and 
advanced board available today, write to: 


maggie magnetic visual aids corp 


39 West 32nd Street New York 1 N Y 


NO COSTLY SHELVING NEEDED WITH 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216-0 
CANTON 6, OHIO 
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| ganized 


not think that the following state- 
ment will surprise many of those 
responsible for office costs. The 
average performance in well-or- 
offices in this country 
ranges between 50 and 60 per cent 
on highly repetitive jobs (such as 
punching IBM cards or repetitive 
billing). By contrast, in depart- 
ments with more complex work, 
or where the work cycle repeats 
itself at longer intervals (weekly, 
monthly, or quarterly), perform- 
ance is frequently under 50 per 
cent. And remember, we speak of 
well-organized offices, with good 
systems and procedures 
ments, standard cost systems. etc. 
What may surprise many is that 
once an ofhce supervisor has the 
facts to prove that Susie or Jean 
has a performance of 30 or 60 per 
cent, he has a tool to do something 
to improve it. And when he does, 
the average performance in his de- 
partment gradually increases to 
something around eight per cent. 


The cost of MCD 


MCD experience to date has 
proven that savings lie somewhere 
between 20 and 25 per cent of the 
measurable office labor costs. Since 
at least 60 per cent are easily mea- 
surable, the overall net saving lies 
between 12 and 15 per cent of the 
total clerical cost. The major factor 
is the vigor with which manage- 
ment pushes the program. 

The overall savings, of course, 


must be discounted by the cost of 


establishing the program in the 
first place. Using the Master Cleri- 
cal Data approach, we have found 
that accurate standards can be set 
for any given job at the rate of two 
employees per analyst per week. 
This figure is conservative. It in- 
cludes time devoted to fundamental 
improvement in procedures and in 
the way a particular job is done. In 
other words, time standards can be 
set for a “measurable employee” in 
2.5 days. As a safety factor, let's 
assume it takes three days to set 
accurate time standards for each 
measurable employee on the pay- 
roll. Now we can estimate our di- 


depart- | 


set standards for a given employee. 
Analyst’s pay is $150 a week or 
$30 a day. Therefore, it costs 390 
on the average to set standards for 
each clerical employee. Even if we 
assume a 100 per cent overhead 
cost, to allow for training costs and 
the little time lost by the employee 
while discussing details of his job 
with the analyst, and for all other 
unforeseeable factors, the total 
amount required to set up effective 
standards works out to $180 per 
measurable employee. From. ex- 
perience we know that this figure 
is high. 


rect costs, assuming an analyst 
trained in MCD is on the com- | 
pany’s payroll. If the analyst's 


salary is $150 a week, let’s say, we 
can estimate our costs this way: 


It takes the analyst three days to | 
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SYSTEMS FOR THE ‘60s 
1960 Southern California Business Show 
At the Ambassador Hotel 
March 29 through April 1 
10 a.m. fo 10 p.m. daily 


Join thousands of businessmen, account- 
ants, controllers, financial executives 
and administrative personnel at this 
year’s big Southern California Business 
Show. See Automation in Action with 
new machines, improved materials and 
modern methods in a multimillion dollar 
display designed to keep you informed 
of trends in “Systems for the ’60s.” 


Sponsored by 
The Los Angeles Chapter of the 
National Association of Accountants 


FREE eran 


DIES AND $ OO FoR 
PROOFS “1000 


Gece BUSINESS CARDS 
500 $11 - 1000 $15 


BUSINESS ANNOUNCEMENTS 
500 ONLY $28 


MEMBER OF 
BIRMINGHAM 
CHAMBER OF COMMERCE - 
BETTER BUSINESS BUREAU 


3201 - 4TH AVE., SO. 


A OFFICE MANAGEMENT 


GENUINE ENGRAVED! 


DEWBERRY ENGRAVING C0.) 
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STORE and 
FIND RECORDS 


FASTER 


4 et . ffi iy) ’ 


[iP 
p 


...with NEW Spring-Lock Closures 


Letter and Legal sizes provide 
full 24 inches of storage. Corrugated 
fibre-board strengthened by flat channel 
steel overlap top—keeps out dust, permits 
flat stacking. One piece, automatic locking 
bottom. Convenient pull handle, front index 
panel. Attractive, convenient, economical. 


Send for FREE Manual of Record Storage 
Practice; complete products catalog. 


Clip ad to your letterhead and mail to: Dept. OM-3 


eERS 


Record Storage Specialists Since 1918 
2607 N. 25th Ave., Franklin Park, lil. 


Small Investment | 
Big Dividends in 
OPERATOR EFFICIENCY | 


~\ 


¥ 


® 


SORTKWIK 
The Modern Aid to Handle Papers Faster 


Old-fashioned rubber fingers or messy 
sponges handicap finger dexterity 
where it counts the most—operating 
your automated office machines. 

Just a touch of SorTKWIK on finger- 
tips creates a greaseless, stainless, 
tacky film . . . makes it easy to pick 
up papers of all kinds. Even new cur- 
rency, smooth-finish papers, index 
cards, NCR paper are a cinch to han- 
dle with SorTKWIK. 

Thousands of businesses have been 
using this handy fingertip preparation 
for years to sort, count, post, file faster. 

Why not try it in your office and 
find out how clerical production goes 
up while clerical costs go down? 


onty 50c¢ EACH AT YOUR STATIONERS 
f=— or send one dollar for two from ——= 
LEE PRODUCTS COMPANY ! 


Dept. OM-3, 2736 Lyndale Avenue South I 
| MINNEAPOLIS 8, MINNESOTA ! 


3 $e? BANKERS BOX COMPANY © 


And this is a one-time cost, only. 

Knowing that our average saving 
on the measurable 60 per cent of 
clerical positions is 20 per cent 
(overall savings on all clerical jobs, 
measurable and non-measurable, is 
12 per cent), we can set up a cost 
ratio to determine how expensive 
an MCD program would be for a 
company which had analysts 
trained in this method on its staff. 

If average cost per measureable 
clerical employee per year, taking 
into account all factors — pay, 
fringe benefits, taxes, etc. — is 
$5000, then a net savings of 20 
per cent, in terms of reduced over- 
wll manpower in measurable jobs, 
is $1000. 

Thus, the ratio of yearly savings 
to one-time cost is $1000 to $180, 
or roughly 5.5 to 1. 


Successes with MCD 


One MCD user, a needle-trades 
manutacturer in the Midwest, with 
an office staff of under 100 people 
(70 measurable) reports: “By the 
end of the first year we expect to 
have reduced our office force by 
between 15 and 18 people. We are 
moving slowly, making sure that 
our standards are right and that 
any reduction in force is eftected 
without jeopardizing service to our 
customers.” Another MCD user, a 
250 million dollar multi-division 
corporation in the mechanical in- 
dustries, reports that one year after 
MCD installation in the first de- 
partment to use the system, it is 
handling 15 per cent more work 
with 15 per cent less people. This 
is the equivalent of a 26 per cent 
reduction in office and clerical costs 
—in just one year’s time. 


Neater systems and procedures 


Increased output per man-hour 
and lower costs are not the only 
benefits to be gained, however. 
Equally valuable is the contribu- 
tion to systems and _ procedures 
work that MCD standards give to 
the Systems and Procedures man. 
With MCD he can compare what is 
being done with what he knows 
should be done, thereby arriving in 
advance at the exact savings of a 
new procedure, rather than at mere 
assumptions as to what his recom- 
mendations may accomplish. 

The cost analysis group in one 
accounting department with three 
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THE 
FAMOUS 
ROBERTS 


(Since 1889) 
50 


The Roberts 50 triple-action numbering ma- 
chine is designed to give years of trouble- 
free service. Flick the 3-way switch and in- 
stantly you shift to consecutive, duplicate 
or repeat automatic numbering as desired. 
Beautifully engineered, all-steel construc- 
tion, precision-machined parts, with choice 
of 5 to 9 wheels in several figure styles and 
sizes. You'll like the smooth solid action, the 
crisp clean impressions, the provision for 
retracting wheels not in use. One of a com- 
plete line of Roberts numbering machines 
world famous since 1889. Write Roberts 
Numbering Machine Division, Heller Rob- 
erts Mfg. Corp., 700 Jamaica Ave., Brook- 
lyn 8, N. Y. 


HELLER ROBERTS 
Manufacturing Corporation 


ONCE UPON A WALL 


—=—now one. 


Upon a 
allesk 


a 


Portable—in 4 colors: 
Right instep with modern | Blve 


offices the Boston Cham- | Green 
ion Portable Pencil | Sandtone 
harpener saves time... | Gray 


builds efficiency. 
Order today from your 


BOSTON 
local stationer. —_ 


_ C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
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For full information 
about L.L.B. papers 
ask your supplier or 
write L. L. Brown 
direct. 


j 


my ‘the quality which has 


earned its reputation”’ 


i 


L.L. BROWN 


PAPER COMPANY 


ADAMS, MASSACHUSETTS 
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clerks and one supervisor showed 
an average performance of some 
60 per cent. Yet the supervisor did 
a lot of clerical work himself, al- 
though this work could and should 
have been performed by his clerks. 
Analysis showed that the only 
“creative thinking’ job he had to 
do was the analysis of a quarterly 
report, which was estimated to take 
five working davs. 

With this knowledge the Systems 
and Procedures men _ rearranged 
the work flow; the supervisor was 
moved to another job, and one 
clerk was promoted to a working 
group leader. The net dollar and 
cent saving was $5170. 


Other benefits 


Of course, performance standards 
give the supervisor a host of other 
benefits. One is the ability to 
properly man his department to 
meet peak requirements, or slow 
times. If the peak volume can be 
predicted, which is usually pos- 
sible, the necessary additional per- 
sonnel can be calculated in ad- 
vance most accurately. 

Also, with MCD, the office super- 
visor can readily determine who in 
his department are real workers 
and who are laggards. 

We are often asked about MCD 
in terms of office incentives. The 
answer is very simple. MCD stand- 
ards can be used for incentives but 
this is a policy matter for manage- 
ment to decide. In most cases, man- 
agement does not particularly want 
incentives in offices. Yet, at the 
Precision Steel Warehouses, Frank- 
lin Park, Ill, Orville Thaler is in- 
stalling office incentives based on 
MCD. His theory is simple. All the 
blue collar workers in the ware- 
house are on measured incentives, 
so why not give the same chance to 
the 20 “white blouse” emplovees in 
the office? 

Of course, ultimate savings will 
not be realized immediately. The 
right philosophy, adopted by all 
MCD users, is that no one should 
lose his job as a result of the in- 
stitution of performance controls. 
They prefer to let normal attrition 
accomplish the desired cost-reduc- 
tion goal, with the result that sav- 
ings are achieved as people leave 
and are not replaced, or are trans- 
ferred to the other activities, and 
so on. 


CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $5.00. Each 
additional word 25c. Payable in ad. 
vance. Address replies to all Box Num- 
ber ads c o OFFICE MANAGEMENT, 
212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


SALE: FACTORY DEMONSTRATOR 
ELECTRIC 2-in-1 Folding and Letter- 
opener Machine fully guaranteed. Origin- 
ally $432.50, yours for $198.50. Lans- 
dale Products, Box 568, Lansdale, Pa. 


FOR SALE: BURROUGHS SENSI- 
MATIC Bookkeeping Machine Series 
300 and Cummins Perforator Model 321. 
Machines in excellent condition. Alum- 
inum Shapes, 9000 River Road, Delair, 
N. J. 


FOR SALE: TWO “NATIONAL” 142 
Printers less than four years old in 
excellent condition. Will accept best 
offer. O.M. 330. 


FOR SALE: 85 NATIONAL and Post 
Heavy Duty 11 x 17 Black Binders 
Catalog #9588% and #257-65. Good 
condition. Make offer. Office Manager, 
New Idea Division, AVCO Corporation, 
Coldwater, Ohio. 


PHOTOSTAT MODEL JUNIOR COP- 
IES subjects up to 14 x 18 inches. Excel- 
lent for blueprints. Milwaukee Gear 
Company, P. O. Box 3615, Milwaukee, 
Wisconsin. 


FOR SALE: MONROE BOOKKEEP- 
ING Machine #156662-209-235-191 com- 
plete with stand. O.M. 333. 


Positions Available 


SYSTEMS SPECIALIST NATIONALLY 
KNOWN management consulting organi- 
zation needs man with BBA or BS in 
accounting to work with clients through- 
out U.S.A. and Canada. Minimum of 3 
years experience in public utility ac- 
counting and/or systems methods and 
procedures required. Send resume and 
salary requirements in first letter. Replies 
confidential. O.M. 329. 


Business Op portunities 


REDUCE TURNOVER, LOWER 
TRAINING costs by testing job appli- 
cants. No client too large or too small. 
Details free. Guidance Associates, Hay- 
path Road, Plainview 15, New York. 
Established 1938. 
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CATALOGS, Booklets 


Filing Cabinet 

Remington Rand Division of 
Sperry Rand Corp., 315 Park Ave. 
South, New York 10. Brochure de- 
sribes company’s Record-Stack 
stem of file cabinets with inter- 
changeable components, and how 
each cabinet may be designed by |). 
the user to fit his specific needs. ‘ 


RECORD. STACK 


Copying Comparator 2 


Minnesota Mining and Manufacturing Co., 900 
Bush Ave., St. Paul 6, Minn. A slide rule comparator 
lists details of office copying machines such as paper 
costs, types of processes, copies per minute, ete. 


Office Seating 3 


Luxo Inc., 100 King St., LaCrosse, Wisc. A colortul 
new bulletin (31641), illustrates and describes com- 
pany’s quality line of executive, secretarial, arm and 
side chairs. Fabric and colors are emphasized as well as 
construction details. 


Equipment Leasing 4 

United States Leasing Corp., 580 
California St., San Francisco. An 
illustrated brochure, “Pay-As-You- 
Profit” explains leasing procedures 
and presents seven advantages to be 
derived from leasing office equip- 
ment. This includes general office 
equipment as well as production 
equipment. 


Computer Accessories 5 


Bendix Computer Div., 5630 Arbor Vitae St., Los 
Angeles 45. Data sheet describes three new paper tape 
accessories for the Bendix G-15 digital computer: the 
Pr-| Auxiliary Photoelectric Paper Tape Reader; the 
Pr-2 Multi-code High-Speed Tape Reader; the PTP-1 
Auxiliary Paper Tape Punch. 


Business Forms 6 


Consolidated Business Systems, Inc., 30 Vesey St. 
New York 7. A 17-page, illustrated catalog depicts a 
standard line of Redifixt business forms. Tax forms, 
purchase orders, invoices, bills of lading, voucher 
checks are shown as well as Redifixt custom tabulating 
forms. 


Conveyor System 7 

Mercury Industries, Inc., 365 Broadway, Hillsdale, 
N. J. Bulletin £500 depicts an ofhce conveyer designed 
specifically for the handling of interdepartmental paper- 
work and documents. 
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TWA Intercontinental Boeing 707 Jet 


A Completely New Concept of 
Erasing Time Savings, Speed, Perfection 


SUPER CONVENIENT JET ERASERS 


SHAPE: Almost like a ball point pen. 
Wonderful in ‘feel’ and balance, so easy 
to handle and use! 


STYLE: Smart, transparent polyethylene 
holders with pocket clip or with whisk 
brush for typists. 


SIZE: Luxury-rubber cores, over 412” long! 
SPEED: The thest, cl t, fastest 


erasing ever originated to gratify your 
office workers, to “perfect” correcting and 
to minimize erasing time. 


EXCEPTIONAL 
QUALITY-RUBBER TEXTURES 
FOR ALL ERASING REQUIREMENTS 


MULTI-PURPOSE ERASER 

NO. 855 TWIN JET. Brand New! Double 
ended. Contains both gray and red rubber 
cores, each over 2” long! Gray rubber for 
erasing typewriting, business machine writ- 
ing, ink; red rubber for pencil erasing and 
cieaning. 

FOR PENCIL ERASING & CLEANING 
NO. 825 JET. With fine red rubber core. 
(NO. 8250 with whisk) 

FOR ERASING INK, TYPEWRITING, 
BUSINESS MACHINE WRITING 

NO. 827 JET. With business-like gray rub- 
ber core. (NO. 8270 with whisk) 

FOR BALL POINT ERASING 


NO. 838 BALL POINT JET. Special ‘ball 
point’’ formula green rubber (NO. 8380 
wth whisk) 


oney-saving refills in each texture 
The NO. 800 JET TRIO 
EXECUTIVE DESK SET 
Unusual and attractive Jet Eraser Set. Con- 
tains one each Nos. 825, 827 and 838 Jet 
Erasers, with refills for each. In attractive, 


convenient size, transparent polyethylene 
case. 


Ask your stationer today for 
Weldon Roberts Quality Jet Erasers or 
write us for descriptive literature. 


JET TRIO 
EXECUTIVE 
DESK SET 


RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World's Foremost Eraser Specialists 


Finest Quality for the Finest Erasing 


Correct Mistakes in 


Nene tl 


ce Sv, ; 
Any Language 
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Rubbermaid 
new streamlined 
Letter Trays 


smartly styled for contemporary offices 


e Units stack to save desk space 

e Open front keeps papers accessible 

e Base grooved—easy to grasp papers 

e Back-sloping design holds papers in place 
e Rubber feet on base protect desk tops 

e Unbreakable, snag-proof, wipes clean 

e Call your dealer or write Rubbermaid 


. 
Single Tray with 4 Risers List 
Available in Grey, Beige, Mist Green 


Kidboumuaiids 


means better made 
RUBBERMAID INC. 
Commercial Division * Wooster, Ohio « Cooksville, Ontario 


| FREE INQUIRY SERVICE FOR SUBSCRIBERS 


| Just circle the numbers in the coupon, fill in your name and address, tear out and mail to 


MARCH 1960 ADVERTISEMENTS March, 1960 
(Circle respective page numbers on which ads appear) , : 
Page Page Page Page Page Page Page Circle = and 
2nd Cover 23 38 55 75 89 106 AWF s 
3rd Cover 24 39 59 77 90 106 DMP item numbers. 
4th Cover 25 41 61 79 91 107 PBI 
4 26 42 62 81 92 CSI 107 AVR Catalogs 
6 aa 43 63 83 92 RC 108 MMV 
7 29 45 64 84 93 108 CI I 5 
8 30 46 65 85 94 108 NAA 
9 31 47 66 86 MCC 95 108 DEC 2 6 
10 32 48 67 86 BMC 96 109 BBC 
11 33 49 GAC 69 86 OM 100 109 LPC 3 7 
12 34 49 BPC 71 87 101 109 HRM 
14 35 51 72 88 GS 102 MII 109 CHH 
19 36 52 73 88 EAC 103 110 4 
22 37 53 74 88 TSC 104 111 
Fractional page ads further identified by initials of advertiser 112 
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A 
Acco Products Div. of Natser Corp. 33 
Agency—Geer, DuBois & Co., Inc. 
Acme Visible Records, Inc........ 107 
Agency—Cargill, Wilson & Acree, Inc. 
Addressograph—Miultigraph Corp... 8/7 
Agency—The Griswold-Eshleman Co. 
All-Steel Equipment Inc........... 103 
Agency—Marsteller, Rickard, Gebhardt 
& Reed, Inc. 
American Automatic Typewriter Co. 25 
Agency—Frank C. Nahser, Inc. 
American Telephone & Telegraph Co., 
Business Equipment Sales....... 3 
Agency—N. W. Ayer & Son, Inc. 
Arnot Furniture Div. of Royal Metal Mfg. 


SE rrr ee eee 2nd Cover 
Agency—Anderson & Cairns, Inc. 
B 
Baltimore Business Forms Co..... . 26 
Agency—Vansant, Dugdale & Co., Inc. 
Oe ee 109 
Agency—Frank C. Jacobi Adv., Inc. 
Bell Telephone System............ 


Agency—N. W. Ayer & Son, Inc. 
Bendix Computer Div. of Bendix Aviation 

Se ar er 22 

Agency—Shaw Adv., Inc 


ee gk 110 
Agency—Charles F. Hutchinson, Inc. 

Brownville Paper Co.............. 
Agency—Flack Adv. Agency, Inc. 

Bruning Co., Inc., Charles......... 
Agency—H. W. Kastor & Sons Adv. 

Co., Inc. 

Burgess-Manning Co., Architectural Pro- 
I ahs sain co. ebro epinicate 86 
Agency — Merchandising Advertisers, 

Inc. 

SS Pe ee 12 

Agency—Campbell-Ewald Co. 
c 
I Ma's cd nies) oo hue sin ae ee 30 


Agency—Robert W. Deitz & Assoc. 
Columbia Ribbon & Carbon Mfg. Co., 

Eee err errr 8 

— y—E. M. Freystadt Associates, 


Columbia-Hallowell Division Standard 
Pressed Steel Co........... 4th Cover 
Agency—Arndt, Preston, Chapin, Lamb 

& Keen, Inc. 

Control Systems, Inc., Plus Computing 
err 92 
Agency—George V. McIntyre Adv. 


| 2 Se ence 108 
Agency—Rex Farrall, Inc. 
Cramer Posture Chair Co., Inc..... 100 


Agency — Allmayer, Fox & Reshkin 
Agency, Inc. 


cel REE CL ETE 83 
Agency—Hazard Adv. Co., Inc. 

DeJur-Amsco Corp. Business Equipment 
Div. 47 
Agency—Adams & Keyes, Inc. 

Dewberry Engraving Co........... 108 

Dick Co., A. B., Offset... ......... 81 
Agency—Fuller & Smith & Ross, Inc. 

Dick Co., A. B., Photocopy. . . .51, 52, 53 
Agenc y—Fuller & Smith & Ross, Inc. 
Agency—Fulton, Morrissey Co. 

Dolin Metal Products, Inc......... 106 
Agency—Office Equipment Adv. 

— Div., Peerless Photo —— 


Agency—John Mather Lupton, Inc. 

Du Pont de Nemours & Co., Inc., E. L, 
| ree 96 
Agency—Batten, Barton, Durstine & 

Osborn, Inc. 
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ADVERTISER’S INDEX 


ee 34, 35 
Agency—Shaller-Rubin Co., Inc. 

Eastern Fine Paper & Pulp Div. of Stand- 
ard Packaging Corp............. 41 
Agency—Smith, Hagel & Knudsen, Inc. 

Eastman Kodak Co., Business Photo 
Methods Div., Verifax.......... 59 
Agency—J. Walter Thompson Co. 

Electronic Accounting Card Corp... 88 
Agency—James R. Fox Adv. 

Eureka Specialty Printing Co...... . 46 
Agency—Kretschmer & Dinner, Inc. 


F 
Faber-Castell Pencil Co., Inc., A. W. 106 
Agency—J. M. Kesslinger & Assoc. 
Farrington Mfg. Co., Data Processing 
Fee eA ee 3rd Cover 
Agency—N. W. Ayer & Son, Inc. 


Agency—Richard N. Meltzer Adv., Inc. 


G 
Gates Acoustinet Co.............. 49 
Agency—Clayton A. Stahlka 
Counseling 
COORIINT COIs 5 nn 5 os vce sveeves 74 
Agency—Bruce Angus Adv., Inc. 
Globe-Wernicke Co., The.......... 
Agency—Strauchen & McKim Adv. 
ae ee 88 
Agency—Diener & Dorskind, Inc. 


H 
Haloid Xerox Inc.. .61, 62, 63, 64, 65, 66 
Agency—Hutchins Adv. Co., Inc. 
Hammermill Paper Co............ 45 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


PE Ss Do iiccss cnn seoue. 72 
Agency—Will Grant Adv. Agency 

gg ee arma kee 9 
Agency—The Jaqua Co. 

Heller Roberts Mfg. Corp......... 109 
Agency—George I. Bushfield 

I Ns ord rig woop anther iaih aia 75 
Agency—The Biddle Co. 

Hunt Pen Co., C. Howard......... 109 
— — Robert S. Kampmann, Jr. 

Adv. 


i] 
Interstate Metal Products Co., Inc... 90 
Agency—Raymond Heer & Assoc. 


Ee rr 42 
Agency—Hutchins Adv. Co., Inc. 

Kimberly-Clark Corp............. 29 
Agency—Foote, C oo & Belding 

ee rere 109 


Agency—Gibson-Erlander, Inc. 


M 
Maggie Magnetic Visual Aids Corp. 108 
Agency—Dale Associates 
Management Control Charts Co.... 86 
Agency—Stern, Walters & Simmons, 


Inc. 
WOO, TG a oc osc ccc hese 24 
Agency—Jones Frankel Co. 
Mercury Industries, Inc........... 102 


Agency—The Stuart Co. 

Minnesota Mining & Mfg. Co., Cello- 
SD Me es ss anc awe eens 48 
Agency—Batten, Barton, Durstine & 

Osborn, Inc. 

Minnesota Mining & Mfg. Co., Thermo- 
BS shaie Gn 6 eh Aah grate cacti wari 71 
Agency — Erwin Wasey, Ruthrauff & 

Ryan, Inc. 

Moore Business Forms, Inc....... 93 

Agency—N. W. Ayer & Son, Inc. 
N 


National Association of Accountants 108 
National Cash Register Co., The. .37, 91 
Agency—McCann-Erickson, Inc. 


Nekoosa-Edwards Paper Co...... 10, 11 
Agency—The Cramer-Krasselt Co. 
o 
Office Management .......... 18, 32, 86 
ig ey er 84 


Agency—La Porte & Austin, Inc. 
Ozalid Div. of General Aniline & 


a err ee 69 
Agency—Benton & Bowles, Inc. 
P 
Peerless Photo Products, Inc....... 55 
Agency—John Mather Lupton Co., Inc. 
i re ee eee 79 
Agency—Wade Adv., Inc. 
PRE ES, isicsivc cca nedicasan 85 
Agency—The Rumrill Co., Inc. 
Piltmey-Bowes, Tae. ..... 2.6502. 27, 107 
Agency—L. E. McGivena & Co., Inc. 
R 
a a errr ere 92 
Agency—The Michener Co. 
Remington Rand Div. of 
Speery Tees Come... 0.0550. 39 
Agency—Gardner Adv. Co., Inc. 
Rex-Rotary Distributing Corp..... . 73 
Agency—Geer, DuBois & Co., Inc. 
Roberts Numbering Machine Div., 
Heller Roberts Mfg. Corp....... 109 
Agency—George I. Bushfield 
Roberts Rubber Co., Weldon...... 111 


Agency—La Porte & Austin, Inc. 
Royal McBee Corp., 

Vata Processing Div............ a 

Agency—C. J. La Roche & Co., Inc. 
Royal Typewriter Co., 

Div. of Royal McBee Corp..... . 31 

Agency—Young & Rubicam, Inc. 
Rubbermaid, Inc., Commercial Div. 112 

Agency—Ketchum, MacLeod & Grove, 

Inc. 


s 
Scribe Distributors Co............ 14 
Agency—Hall, Haerr, Peterson & Har- 
ney, Inc. 
OI, RBS sos. 05060055 xn 43 
Agency—Roland G. E. Ullman Organ- 
ization, Inc. 
err 102 
Agency—J. Walter Thompson Co. 
Shredmaster Corp., The........... 
Agency—Cayton, Inc. 
Simoniz Co., Commercial Div... . . . 95 
Agency—The Buchen Co. 
Smead Mfg. Co., The 
Smith-Corona Div. of Smith-Corona 
a en 104 
Agency—Cunningham & Walsh, Inc. 
Standard Change-Makers, Inc..... . a 
Agency—Caldwell, Larkin & Sidener- 
Van Riper, Inc. 
Standard Packaging Corp., 
Eastern Fine Paper & Pulp Div.. 41 
Agency—Smith, Hagel & Knudsen, Inc. 


WN TS. dc tk weak oesnwes 89 
Agency—Marsteller, Rickard, Gebhardt 
& Reed, Inc. 
Thomas Collators, Inc............ 36 
Agency—Douglas Turner, Inc. 


Vv 
Venus Pen & Pencil Corp.......... 
Agency—Doyle, Dane, Bernbach, Inc. 
VepebPateteem Cee onc cccccccss 94 
Agency—Ross Llewellyn Adv. 


w 
Workwall Movable Partitions & Paneling, 
Div. of L. A. Darling Co........ 101 


Agency—Norman-Navan Adyvy., Inc. 


Y 
Yawman & Erbe Mfg. Co., Inc..... 19 
Agency—The Rumrill Co., Inc. 
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PRESENTING THE 
“OFFICE OF THE YEAR” 
AWARD WINNERS 


TEN YEARS AGO, Office Management announced 
the first winners of its annual “Office of the Year” 
Awards. Since then 54 American companies, a veri- 
table Who's Who of the nation’s best-planned ofhces, 
have received the silver or bronze plaques designating 
them as top winners or runners-up in the competition. 
We now take pride in presenting the 55th through 
60th offices, all of which opened in 1959, all of which 
were judged separately in the competition’s two size 
classifications of over and under 300 employees. Here, 
then, are the newest “Offices of the Year”: 

Offices designed for 300 or more employees: 

Office of the Year Award: Southland Life Insur- 
ance Co., Dallas, Texas. 

Awards of Merit: Berkshire Life Insurance Co., 
Pittsfield, Massachusetts, and Crown Zellerbach 
Corp., San Francisco. 


Offices designed for up to 300 employees: - 

Office of the Year Award: The Louisiana Com- 
panies, Baton Rouge, Louisiana. 

Awards of Merit: People’s Drug Corp., Washing- 
ton, D.C., and Reynolds Metals Co., Detroit. 

Basis of winner selection is a survey of opinion 
which Office Management conducts among selected 
members of the American Institute of Architects and 
the Association of Consulting Managing Engineers 
whom the magazine considers to have special interest 
in the office field. We wish to thank these groups for 
their cooperation, and to congratulate the winners for 
demonstrating so strikingly the heights to which man- 
agement is capable of reaching in ofhce efficiency, 
quality and beauty. 

Pictures and details of the six winning offices will be 
featured in the May issue of Office Management. 
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